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On, behalf of the team which has been working on 
the Poaition Classification Project, I have the honour 
to forward herewith a Report on the feasiliility of 
introducing Position. Classification in Government 
organisations. 

This report, pgives an expcsitidn, of the concept 
of Position Classification,., its- advantages, as a tool 
of jE rsonnel management, and. the implications of its , 
introduction in our. administrative environment. The 
rpport, inter-alia, presents, the results of the emp.lriaal 
survey of the Department of. Family P^lannlng. The results 

i * ' 

of this survey and the examination of the concepts 
of Eosut ion. Classification have convinced us that the 
tntfOi5Q*tion of Po.sition, Classification in our personnel 
management systems and practices can alleviate many of, 
the existing shortcomings and defects. 

The Ghalleng6"s''of rapid growth with which we 
are confronted , are of, very significant proportions. 

Our civil service strupture is one of the largest In 



n 


t'. 



■ (ii) - 

th5 are, therefor e, . quite naturally concerned 

that the. period .c^ transition from a well-entrenche<i‘ 

system to a new system should be smooth. Before we undertake 

a complete change in our system of personnel management-, . 

we should have a fuller realisatiqn of the consequences of 

change and the implications in terms of costs. It is with 

this realisation, we are aivi'sedly suggesting a cautious 

movement toards the new system. , ''r’o «re however firm in our 

bolief that if the techniques of Position Classification are 

given an adeauatc trial, the most hardened skeptics will be 

convinced of its utility. Wa recommend that to commence with, 

Position Glassification should be introduced in three 

distlBft' areas of public activity and the results should be 

carefully analyse'^ and debated. This will also enable 

the laying of a proper foundation for the system, it woulc" .. 

make it more accept alilb and would also train our own people 

In the application of the techniques, . The latter, we feel, 

is very necessary, b’a hope ,it will not be too long llefpre 

■ ■ t ■ ■■ •. , -I 

the studies we have recommended are taken up. . 

Besides completing, the empirical survey of the 
Department of Fwiily l-l«nnlng, we have launched a second 
empirical survey of the Indi.-n Oil CcrpOBj^t ion, who 
-have for some time been allte-.t-o t,he,,need of introducing 
iPo»:itibn Classification intl^elr organisational structure, 
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¥e also undertook and successfully completed the 30b 
description for the Coai^anders of the Indian Airlines ■ 
Corporation. Incidentally this assignment earned us our 
first’ consultancy fee, va are at present negotiating a 
contract with the USAID for preparing a classification 
scheme for 1200 positions in that organisation*;: We hope 
to undertake this work in the next month, The B.E.S.T. 
h«ve also asked us to develop a classification. scheme .for them. 
It is gratifying to record that, as visualised by us earlier, 
the possibility .of a consultancy service developing on this 
subject in the Institute now seems realizable. 

Public administration, by its very nature, is a 
dynamic discipline and its techniques and methods must be 
changed with the change In the demand imposed on it. 

That there is a national consciousness of this is signified 
by the constitution of the Administrative R^^fcrms Commission. 
¥© ardently hope that the results of this study would b ^ 
in some small measure assist them in their endeavours. 

lAjhwtever success we have achieved is due to the . 
conscientious efforts of the members of the team, namely 
Dr. Suresh Vorma, Sarvashri H.D.Khara and B.C.BhaSin. It 
is interesting to mention, that all of them were new 
to this subject and, if I say so, their hard skepticism 



has been transformed into ardent enthus.iasm,.. I hereby 
acknowledge my gratitute to all of jkhem.. 

I c*.ii particularly grateful, to Dr. Ross Pollock 
whose patience, painstaking care in_ training the members of 
the team, constant encouragement and wise counsel made this 
study possible. ■ 

I would also like to record -my ..gratitude to 


Prof, 0* Glenn Stwhl for reading •the manuscript of- the ■ 
Report «nd for making valuable suggestions. 

Your interest, understanding and support have 
in a large measure contributed, towards,: the success of this 
undertaking ,.1 . ^ ,•;;; V; ^ 

¥ith regards, , i \ , 


Yours sincerely, 


M.M.KOHLI 

Dr. J.N.Khosla, 

Dii'octor,, 

I.l.P.A., ■ , ' : 
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imODUCTION 


THe last three decades have wltness*an 
unprecendented expansion in the functions of the Government. 

The rapid growth in population, the impact of technological 
change and vigorous expansion of the economy have added 
to the magnitude and complexity of government 's functicns. 

The objectives of government are now more numerous and involved, 
involved. Scientific disciplines have assumed new dinen- 
sions and specialisation is increasingly required. 

Consequently the number and variety of positions' created 
in public services have been increasing at an unptcendented 
rate. The problem of classifying the large number of varied 
positions on a rational basis, keeping in view the 
duties, responsibilities, relative difficulties, qualifi- 
cations, and remuneration have therefore assumed greater 
importance than ever before. 

2, Goncomraitant with the growth in the functions of 
Government, there has been a change in the type of civil 
servant required. The new role and objectives of State 
require specialised professional skills. 


•2 


3. fotvjiths tan ding the Gh,9hge in the objectives, 

Scope, scale and complexity of government business, the 

four-fold classification structure of the Civil Services 
in India has survived. Recruitment continues to be made 
to a service and not to a position. For filling the . 
higher positions, eirtphas is continues to be placed on the. 
"generalist" qualities of an individual and not on the 
s,p eel fic -skills required for the duties -and responsibilities 
of the position. For ' various reas ons , there is an . ■ ■ 

increasing tendency to create now -i^ll India ana State . 
Services, Even in the country from which wo inherited , 
the tradition of excessive reliance on forraally constituted 
Services, it is now considered outmoded. 

4. • One of the main purposes of a good personnel 
system should be the locatlcn of the best talent available 
not- only from amongst the formally contituted services 

or cadres-, not only from amongst generalists and specialists 
but from outside the Government also. The personnel system 
should be so designed that it develops motivation for better 
performaq.ce and ensures that placements and promotions are 
made on the basis of "merit and suitability rather than on the 
basis of the service to which an in^dividual belongs or his 

,,, 5. The present system, based .on the four-fold classifi- 
cation of services and its reliance, on the rank-in-man 


and not on duties, responsibilities and .skill require- 
ments of a position is not conducive to achieving this 
objective. Consequently, the development of S'xpertise 
and specialised skill is impeded and perfcrmance is 
adversely affected. As the m,anpowor required by the ; j 
Government is supplied by various services which are govern- 
aii by different terms and conditions, tensions within and 
between services have increased. Yet the system has 
Survived. 

6. Does the survivial of this system reflect an 
Inherent excellence in the existing personnel practices? 

There are many who have serious misgivings on this count 
and have long felt the necessity of a searching review 
and appraisal of the existing personnel practices and 
policies with a vievj to bringing them in conformity v;lth 
the magnitude and scope of government activity. 

7. The techniques of Position Classification offer a 
ma-j or alternative to the existing personnel system based 
on Services,' 

Ttie genesis of position Glassification can be 
tracgd back to the demand of government clerks in the 
USA in 1S38 for equal pay for equal work. The first 
concrete steps in this directicai however was taken in about 
1910 when the City of Chicago asked Mr. Bdwin 0. Griffenhagen 




to evolve a suitable classification system- for the 
employees of the City Government . ' felt that the principles 

of tax'ononiy could be applied to this system. He found -that 
posts could be broaght together on' the bas is 'of - their duties 
an:l respcnsibiliti-es , and -assorabled into classes for which 
common qualification requirements could be set and a conmon 
pay Scale coild be applied with equity. The p ositi oh '^classi- 
fication plan wMch Mr . Griffenhiagen developed for the City 
of Chicago proved to be so useful that soon this scheme was 
Sold to dlfforont govornments and business houses. 

9.- The demonstrated benefits of position Classification 
Impelled many countries to modify their p ers onnel manag-ement 
Systems and base them ob duties classification, btartlng 
in ths D.s.a., duties classification has spread to many ■ 
Suropeafl and ilan countries. The spread of the olassifl - 
Cation movement to countries other than the U.S.A. may be 
attributed primarily to equity and greater efficiency ■ 
which resulted In organlsaticns which introduced position 

Olassifl cation plans. Position Classification has been 

adopted by Canada, Australia, New Zealand,' the Soviet • ” 

Dhlon and a number of East European countries .- More 

: recently, the PMlilppieos, Thailand, the tJ.A.E. and TurteT 
followed suit. ' ■ ■ 

iO* In India, Paldstan and many other Aslan eountrlSs,- 
; the percepts of Position Classification are relatively ' 
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unknown anf’ even less practised. "Sven those countries 
which have classification practiced based on rank- in-man 
have begun to borrow to a considerablo extent from the 
fundamental precepts ■of-'P os ition Classification. In the 
U.K. , where the i^ersonnol management system is based 
on rank- in-man , jobs are analysed anl classified into 
specialities. Job specifications are meticulously deter- 
mined to "assure proper match between man and job"* 
Specialisation is encouraged and generalist jobs are being 
reduced . Lateral entry at middle and higher levels as a 
safeguard against "inbreeding" has been introduced. It is 
conceivable that ultimately the advantages of the system 
based on rank-in-man and the system based on rank-in-job 
could bo synthesized and the two systems may merge* " 

11* In India, although some academic studies of 
Position Classification have been made bys tudents of 
public administration, Position Classif ication schemes 
have not hem introduced so far in any sizable area of 
'"public activity. With th'eobjeet of 'determining the 
feasibility of application of the techniques of Position 
Classification, Ihe extent to -which the concepts of 
Position Classification can be introduced in governmait ^ 
organisations and the extent to which these concepts can 
contribute in improving the present personnel system » 
the Indian Institute of Public Administration undertocl 



a pilot study of a newly constituted Department, namely 
the Department of Family Planning In the Ministry of Health 
and Family Planning./ . 

12. , In the following pages an attempt has /been made 
to give an lecposl tlon of the concepts of Position Glassifl- 


nd the implications of 


in tro:^ action in our administrative environment 


Report also Incorporates the results of thepllot survey 


of the Department of Family Planning 


13. We have no douht that one study, even if it 


reveals promising potential for Position Classification, 
»,■’! not carry adequate conviction x^rith the parotagonists 


this ohjoetive .. Ihe objective is limited: to provoke 
meaningful debate.. If It stimulates further .interest in 


the use. of Position Glassification as a tool for efficient 
personnel managemer.t,^ its., purpose .would have. been served. 
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I. PQSTIION CLASS IF I CATI 01 - WHAT IT IS 
A* Meaning of Position '(Sarasslf lea tlon 

14. Position Classification is not an esoteric or 
an abstract concept. Its precepts are simple but its 
implications are far reaching. It is relatively a modern 
idea which has had a marked impact on the techniquiies of 
personnel administration. 

15. In India, the principles and applications of job 

analysis are well understood . Job analysis is being 

applied Increasingly in the industrial field. Job evalua- 
ting 

• tlon is the industrial counterpart of Position Classifica- 
tion. It is, however, doubtful whether the concerts of 
Position Classification have been aprlied to any significant 
! extent in the sphere of public activity. Both these 

concepts are of recent origin and. the objective of both 
is organisational rationalisation. 

16. In India and in many 'ither countries, members of 
governmental bureaucracies are' classified on the basis of 
personal rank. The rank or title of '-'the individual 
estabriphes his pay, privileges, pres tiga and perquisites. 


V7hatever the role of an indlTldual in an organisation,^ 
the P'iy privileges are the accompaniment of his rank* 
In contrast, unr’ar a scheme of Position Glassification, 
the duties and responsibilities of a position determined, 
inter-alia, the nay^rade and the privileges* 

17. Ihe simplest analogy for a Position Glassification 
system is a bookcase in a school library in which he 
easiest to read books are assigned to the lowest shelf, the 
most difficult to the top shelf and other hooks -in between 
based on their relative difficulty. In a position 
classification scheme, a series of grades are defined 
which permit the assigning of the easiest jobs to the lowes 
grade and the most difficult and responsible jobs to the' 
highest grade. As the number of jobs increase, a position, 
classification scheme, brings jobs having related duties 
and responsibilities into a series just a' library brings 
together books oh closely related topics. In position 
classification, all civil engineers are brought* into a 
single series, iijto another all physcists, and into another 
all purchasing officers. Ir? other words, pcsition classi- 
fication Is the process of categorisation of p;’'sitlons int'' 
groups or classes on the basis of their duties , r esponsi- 
bilities and qualification requirements. Ihe -process of 
classification of positions assumes that the employee 
should be paid for what he does, not for his ’^ank r^r 


, -D- : 

guallflcalons ♦ That Ip: ■ 

Duties and ^ ^ pay and quallflca- 

2'e s pons ihili ties determine 15' tion requirement 

18. Position classification is a m|i.nagement tool. It 
■is useful to managers for firing nay, establishing qualifi- 
cation requirements, planning recruitment, selecting new 
employees, assigning work, promoting old emnloyees , traln- 
■ Ing , budge ting manpower , controlling personnel expenditure 
and analysing organisations, 
i, 19. For a clear understanding of the concepts of 
■ Position Glassification, it is essential to explain some 
basic concepts such as Position and Employee , Glass of 
Positions , Class specification, Class Series, Grade ard 
Glassification Plan. 

B, Position and Employee 

20. The basic unit of any organisation is a ' ’position’ . 

A 'position’ is a group of. current duties and responsiblll- 
, ties assigned or delegated by compet^'nl;' -uithorlty requiring 
the full-time or part-time employment of one person, a 
A ’position’ is the smalle,st unit in any organisation. It is 
necessary to emphasise the concept of the position as an 
abstract entity apart from the .employee. A position is 
a statement of the. duties- and responsibilities the management 
has assigned to be done by one person. Whether the post 
is occupied or vacant^, . the duties and responsibilities 
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are there to be done . VIhen an -officer or employe e. Is 
assigned to 'a position, he is expected to perform those 
duties and -accept those responsibilities . "If he departs 
significantly from managemenhhs expectation, the manager 
must either guide the employee back to the position or 
decide to make an official change in its duties and 
responsibilities. 

21. ' A manager may add. or subtract workloand .from a position 
without necessarily changing the duties and responsibilities. 
He may expand Uic interpretation of these duties and . 
responsibilities without necessarily changing the. position . 
But if he makes or accents a significant ctiange , he , is in 
effect creating a new position which may properly belong 

to another class with different qualificiation requirements 

and a different pay scale . , 

, : a 1 : . - 

22. An illustrati'^n will help to clarify this. A 
manager asks for and gets authority to set up a new position 
the incumbent of which will- carry files, deiiYer .orai ' 
messages, and do other simple -work. He is assigned a bright 


person,. who is a-ti'ainei typist.' ■ -If the mana'ger i.calls upon 
, . the me.ss©nger to type, he , is creating a different position. 
He should either return the per son ■ to* his assigned duties 
o,r- ask- for authority to create a nexv position of lower 
division clerk- and- for a -promotioh^ action. ' 

23,* Under a classification - s.-cheme. It' would hot be 
I cbnsldsred; fair to -allow an-- empioyee.-'.to 'take' on permanently 
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the duties of a higher class position without rewarding 
him suitably, tt would be -considered improper to a-llow 
a per‘S#n lacking the required qualifications to perform 
the duties of a higher class. Ihis does not mean that 
the manager preventa emnloyees from developing tb-dr 
knowledge and skills , but it doel mea.n that as the employee 
develops the ability to undertak-a more responsibility , the 
manager makes such -assignments officially find with full 
reeognition of fee potential impact of the action oh his 
organisation and budget. 

24. Note how different this is from a rank- oriented 
system. In such a system, an officer of iriiddle rank may 
be assigned in turn to posts of rather different levle 
levels of responsibility Without- any changes ■ in pay, ' A 
manager may assign a man with a degree in liberal arts and 
only very general experience to a technical posts in spit*' 
of his -.la«k of requisilje knowledge an''^ skills. On the 
other hand, a manager might assign a technician to -a policy 
’post whether or not he had adequate preparation for its 
demanding duties. In' short in a rank-'ori^mted system 
mu«h less attention is paid to fitting an employees*' 
qualifications to the needs of a position, and ’less 
-attention . to insuring comparablo compensation for 
comparable work * , ' ■ f - ■ 


12 


G r C las s of Posi tions, , 

25. Like positions are placed In l^lie same class. A 

clear understanding of the. term. 'Class ' is of vital 

importance. "The term 'Class ' nieans^ a group of positions 

sufficiently similar in respect to. the, duties , responsl- 

hilities and authority thereof, that .the same descriptive 

title may he used vith-.clarlty to^deslgnate each poaiion 

allocated to the class that: the same requirements as to 

education, experience, capacity, knowledge, proficiency, 

ability and other qualifications should be required of the 

Incumbents, that the same tests of fitness may be used to 

choose qualified employees , and, that the same schedule of 

compensation can be made to apply with equity under the 
... . -1 
same or substantially the 'same employment conditions'.' In 

other words, a class of positions is a group of positions 
which notwithstanding the org^anization in which they are 
located (1) are sufficiently alike in their duties, responsi- 
bilities and authority to justify the sam-s designation 
being applied to the entire group, (ii) require the same 

, IfA'','''::, .".I;'',''.: 

education, training and experience,, (iii) same tests of 
knowledges, skills and abilities can be used in appointment, 
transfer, or promotion, and. (ivVare .of a similar level of 

' Report of the Committee on Position Classification 
and pay plans in the Public Services of the Civil 
r Service Assembly of United States & Canada. . .page 45. 
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job worth, and hence deserve the same, salary range 
under the same conditions of employment. 

26. It would be observed that the definition of 
class* incorporates the. principles for determining . 

whether two or more given positions belong to the same 
class or to different classes. The principles could be 
restated as follows. : ■ 

(a) posts should be carefully studied to 
determine accurately what work and 

■ responsibilities are assigned to them. 

(b) posts having similar subject matter assignments, 
the same level of responsibilities, and requiring 
the same education and experience, should be 

'placed in the./same class. , 

(c) posts having significantly different assignments 
or responsibilities of different levels or 
requiring quite .different education and 
experience should be placed in different 
classes . 

D , Gl ass Specification 

27. A "Class Specification" is a description of the 
duties, responsibilities and qualification requirements 


14 


of the positions included in a class. The usual format 
of a class specification is indicated helow. The format 
can, however , be altered to meet requirements of 
particular occupations. 


■ - For mat -of a Glass Sue c if lea tion ■ 

28. (1) niass desig nation , a descriptive and distinctive 

name assigned both to a class and to all posts 
in that class, for example, "civil engineer, 
grade 12" The class _ deslgna-tion is used , in 
all personnel transactions ■:ad in budget documents 


^.^.^pacterl^t icS: of the class , a definition of 
the kind and level of the duties and responsi- 
bilities of p-osts Included in the class Tills 
IS the critical part; of the specification of 
the class which seeks to present thp 
perimeter, of the class. ' '■ 


(ill) T2;2iga]^a^ks, a listing of typical work 
assignments and responsibilities found in 
posts Included in the. class. 

(iv) Mlhimum qual i fications . a. description of the 

experience, knowledge and 
abilities required to do the work in the 



Ivlsa typical class specification. 


- 16 - 



CLASS DESIGNATION! 
P# SCALE: 


DEPARTMENT OF FAMILY PLAEIIIG 
Clerk Grade ill 
Es. 120-5-190 • 


CHARACTERISTICS OF T HE CT.A.qR; : ' ' 

This is the beginning level, with varied assign- 
ments, whioh require performance of duties of a 
routine nature requiring the application of 'a 
limited variety of specifically applicable postal, 
filing or administrative ■regulations, the use of 
a simple sorting and filing system, typing skill 
and knowledge of simple clerical and other related 
work which can be readily learnt on the job. ■ Has 
no supervisory responsibilities. 

TYPICAL TASKS; Receives, reads and segregates incoming 
communications and distributes these according 
to general subject matter content; reads and 
checks outgoing mail for completeness, readiness , 
for despatch, and conformity to a substantial 
number of administrative, instructions and to any 
applicable postal regulations, e. g. (proper and 
. = complete address,, proper •signature, proper 
enclosures, date and similar details); types 
notes, letters and . statements, cuts stencils,- 
compares typed material; diarizes the incoming 
dak and distributes it to the concerned employees; 
collates information of pending cases and 
. ■ prepares weekly and monthly statement of cases 
pending disposal; drafts simple letters and 
maintains files of routine nature; maintains 
casual leave register of Class II, Class III and 
Class IV employees; receives monthly indents . ' 
for items of stationery from different sections, 

. ■ scrutinizes the same keeping in view the staff 

strength, items issued in previous months, and the 


srock, 


and seeks orders of 
to quantity to be issued; 
which may be assigned , 


material available in 
his superior in respect 
■■ does other related work 
to him by his superior. 

MINIMOM QUALIFICATIONS; 

Matriculate or Higher Secondary level, ability to 
• .read rapidly, to write -clearly and logically in 

English, to make arithmetical calculations, to type 
. ■ ,.30 :Vords a minute,, and to learn office routines. 


F. Class Series 


29. A class series is composed of several' classes of 

i ' 

positions close?-y similar as to line of work but differing 
in responsibility and difficulty , arranged in a manner • 
to indicate the normal line of promotion. 

Class Se ri es and Pervices 

30. There is a tendency sometimes to confuse class 
series with a service. It is, therefore, necessary to 
clarify the two concepts. 

31. A class series in many respects may seem to be 
similar to the concept of a service. But in fact it is 
not. A class series consists of positions. service ■ 
consists of men. A service is composed of a group of 
persons who normally have been recruited by the sam.e 
selection process , .have the same conditions of service, 
pay and allowances , , and are recruited to fill a group of 
positions requiring similar skills . 


32. Although a service is an occupational group aiming 
at specialization, frequently the range of duties and 
responsibilities is so broad that specialization is not 


possible. This Is particularly true of the generalist '' 
services,, whereas in respect to the functional services^ 
to a considerable extent, this '..aim is achieved . Normally'., 
,„::tervices--.are wl th-:. a; :view:.l.t o: '■ deye lop"' apweia llzhtibh 
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in certain fields, and the members of ' the service become 
the repositories' of the knowledge pertaining to the 
subjects with which the particular service deals. It 
is evident that one of objectives of services is 
development of occupational specialisation. Tinder a 
Position Classification Scheme, occupations according to 
the specialisation are placed in one series. But the class 
series consists of a group of positions and a service 
consists of- a group of men.' The latter focuses on people 
and their rights and ■ privileges and advancement while the 
former fbcuses on the job to be' done. And that is ' a 
basic difference.. . , 

33. The c-onfli’ct between the two 'systems, namely, the one 

based essentially on' service cadres 'and. the other on 
Position Classification^- arises because the former places 
emphasis on rank- in-man 'and the latter on rank-in- job. 

The concentual gap can be re-’uced by avoiding narrow 
and- overly specialised classes wherever possible, and by 
consolidating' them into broad class series. The service 
cadres can be so structured as to conform broadly to 
specific specialities. The class series, which really 
constitute the backbond of the position classification 
system, need not be made unnecessarily refined and can 
be made broad enough to subserye the fundamental objectives 
of the system. .At the same time, the broad spectrum of 
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positions, which the generalist services are required to fill 
cotiW he cons id e rally narr owe f (’own But the concept of 
rank- in-man in a service and the concept of rank-in- job 
in the class series would remain, /md that is a basic 
difference . • '' • 

34. Under the present system'v positions are classified 
on the basis of the service to” which an individual belongs 
or on the basis of the emoluments he draws and not on the 
basis of the duties and responsibilities . of a .position, . 
Hypothetically , positions can be grouped' on the- basis- of 
several criteria, namely, the service to which an.. Incumbent . 
belongs, the rate of pay, educational requirements: of: a / . 
position and experience required to perform the work.. : 

Equity and administrative logic however Indicate that 
efficient perfcrmance of most personnel operations, is 
facilitated by using duties and" responsibilities as- a base 
for classification. ■ . . 

H. Grade ' ' ■ - 

36. A grade includes all classes of positions which 
although different with respect to kind- or subject, matter 
of work are sufficienvly equivalent as to- 

(a) level of difficulty and responsibility; and 

(b) level of qualification requirements- of the 
work to warrant inclusion of such classes 

.. of positions within one, range of pay scales. 
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^ • Jo b Analysis 

36. Another concept which should be understood is 
job analysis. Job analysis is the process of studying 
jobs in order to seoure all the information needed to 
classify them properly. In order to identify the various 
types of work and to group similar positions together, 

it is necessary to find out what the. various positions 
consist of. This means that a description of the duties 
and responsibilities of each position in the organization 
must be secured. This can be done in a number of ways viz. 

(1) By the employees describing- the position 
himself on a Questionnaire form. 

( 2 ) By Interview of the employee by a trained analyst 

(3) By the supervisor describing the position. 

( 4 ) By any combination of these ways. 

37. It is essential to emphasize that regardless of 
how the facts are obtained , they should relate solely to 
the duties and responsibilities actually performed. In 
the classification of positions , the classifier does not 
concern himself with the personal attributes of the in- 
cumbent, his qualifications, his seniority or the quality 
of his work. The classifier concern himself solely with 
what the incumbent of a position is doing. Personal 
factors often influence the. kind of duties which are 
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?issigned and performed. But regardless of the reasons 
for their, performance , the classifier looks at the 
results and classifies whit he finds . 

38. In securing the facts 'about what each employee 
is doing , .the classifier 'is concerned wi'th Wo basic 
aspects of th.j job : • ' 

(a) The kind of work, i .e . , profession, occupation 
or functional or subject matter field in which 
the position falls. Is the work that of a 

. clerk, a messenger, a teacher, an engineer, a 
doctor "Or a lawyer‘s " 

(b) Facts which will help in determining the level 
of difficulty or complexity of work . The 
classifier has to determine whether it is a 
beginning level position, that of a fully 
trained worker , that of a supervisory level or 
somewhere between these. The relative level 
of difficulty and complexity is determined by 
evaluating the degree of such factors in the 
job as the following : 

^i^ Quali.f ica tion re,quir6ments or degree 


■ (i'i) Character of supervision reoelved 

■ ■ ■ ' and exercised . .. 

■V ■ ■ (iii) Responslhility for. making decisi- 

ons . 

• • • . (iv) Analytical requirements. 

39.. Good judgment and commonsense are required te 
interpret and weigh the relative importance of the 
various aspects of a job. Some personnel .rganlzations , 
particularly, in private Indlustry use various rating 
devices In order to arrive at an overall conclusion. 

These aivlces sodb time employ numerical values or 
welghti to be assigned to each factor and . the' degrees 

' of 'f actors . Ttese arf tools t o facilitate Jud^mentrf at^j f 
|.pplsnt It. Whether It is necessary to employ 
ratlnjs devices In determining the relative^ difficulty and 

compj^emlty of positions in Government organizations la 
debatable. In Government organizations, the procedure 
normally followed Is that a small number of key Jobs are 
fitted Into grades by a comnlttee of persons, -who are 
familiar with the Jobs. The -Job descriptions of other 
positions are compared with those of the key Jobs and 


II, Classification Flan, 

40, ’ /*A classification plan-' ’brings together all the 

class descriptions arranged In class series hy grade. 

It also contains instructions -for maln-tainlng the classes 

up to date and for adding or- ahollshing classes. 

1, Steps In the deveiopmeiit -of a classification, plan 

41, Having outlined the baslo precepts of Position 

Classification, ■’■^e indicate the procedure which is 

■ ' ' ■ ■ ' ^ ' 

generally followed in the preparation of a classification 
plan, ^ere are fo'jr steps Involved in the development ' 
of a classification plan. 

(l) , Collecting the Fact s 

42, " 31i'e--fir-st--ste.n...i s-idb ana lysis .and description 

i .e . ascertaining 5 recording ^and analysing -ithe. .duties ,, 
responsibilities and other ■distinctive characteristics .of 

the position to be classified'. It is- not , only essential 
to collect adequate information with respe.ct to the individual 
positions to be classified, but it is also .necessary to 
ascertain the'relation between the job of one employee and 
another and the whole "hierarchy of . aut^rity . -The me,thq(js 
employed to obtain this essential information, have .been 
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indicated ab^e . m practice, the most, convenient and 
ueoful procedure has been to study the position through the 
employee himself i.e. to ask each employee to fill up a 
Questionnaire describing his duties and responsibilities. T< 
supplement the information thus collected after preliminary 
review of the response of the employees, the Inadequate 
responses are clarified by sending, an Analyst to. observe 
the work being done and to Interview both employees and 
the supervisors. 

43. The use of questionnaires, the interviews, and i 

the conducting of first hand observations generates a 
feeling in the management and the employees that they ' 

are participating in the development of a Position S 

Classification Plan and that it Is a cooperative effort. 

It is necessary to emphasize that the generation of this 

spirit makes the plan more acceptable both to management 
and employees. . ^ 

Cii) Wrl.tlng the G lass Description.^ 

44. ^ With .full information on hand about duties and 
responsibilities, flow of work, delegation of authority, 
policies, procedures, and organl25ational structure, the 
classifier is now ready to prepare his first drafts of 
class descriptions. He sorts the questionnaires (or ,1ob 
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descriptions for vacant posts) into broad occupational 
groups , such as civil engineers j clerits and mechanics- Then, 
he sorts these again into groups of distinct classes.' 

46. The classifier now reads again the questlennaires 
and job descriptions that have been placed together 
and from them jots down their typical tasks. With 
these in mind, he writes out a statement which will 
make clear the kinds of posts that should be included 
in this class and those which would be excluded. 

Consulting with management and occupational exnerts, 
he drafts a statement on the minimum qualifications- 
required for this class. As a last step, he assigns a 
brief, descriptive title to the clas's . 

46. V/hen he has com.pleted the first drafts of the class 
descriptions 5 the classifier assembles these' by ' occupational 
groups and' compares them carefully. He may find that what 
at first appeared to be' separa-fce classes can be combined 
into one. He may also find that he mus-t break what-, 
appeared to be a single , class -..into., sevepal classes'.; ■ Then, 
he brings together related classes' by class 's'erles, 
checking to see if he 'has made clear disuiric'tlons as to the 
levels 'of the responsibilities of the hierarchy .-in a 


series. 


(ill) 


to 


classifier now reads orice more each 
questionnaire and 30 b description and assigns each to one 
Of the Classes that he has described . So.e of the classes 
1 hare many positions In them, others but one position. 
He jots dom the name of the class on the questionnaire or 
job description. He pre pare s 11s ts shoving the 
classifications hy organisational units, the names of the 

inoumbents of the positions so classified , ahd the number 
Of- vacant positions' in each class . 


lotificat ion of ernnlntmpd 


48. Copies^ of the class descriptions are made 
available at central points to employees.. Ihen’ the 
establishment officer notifies . each employee of the 
classification of his position and gives the employees an 
opportunity to appeal, if they think a mistake , has been 
made in classifying their positions. 

4*5. a reasonable numb or of days. after such 

notification, the .establishment -officers and fiscal- 

, fficeps .change their records to show the -new, :offlclal 
title and grade for, »ach,, post. - 
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•R . APfifip-v for admlnlst ^rf nr nation Schema 

50. iji 3 essence- of Position-.61assi^^^ 'that 

the positions which comprise of similar duties- and responsi 
-bilities should receive ; similar treatment notwithstanding 
where they are located within the organisation. Bie 

'duties and responsibilities. 'Of a position .are not static 

and immutable, ■ The content of -a position changes conti- 
nuously although the rate at which this change is occurring 
may vary from organisation to : organisation and from time 

■ to time .". ' • ■ ' ■ . . • ■ ; 

51., As the objectives .of •, an organisation acquire new 

dimensions, new functions are also acquired to -'achieve 
those objectives* Existing positions may have to be 
terminated. The' creation of new positi oris and the- 'termination 
of some existing positions will necessitate the re-allocatio:h = 
of duties and responsibilities in the positions which 
remain* These changes have to be reflected in the 

' ■ ’ ' ' . ' ■'■'O': " 

classification plan. 

62. Bio mainteAanjO of a position classifloation plan 
is a dynamic process. The classification work does not 
finish with the original survey, which studied only the 
positions then in existence.’ It must take into consideration 
the ©hanged positions in government services as a 
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result of goverment emljarkiig on now functions , or modi 
fyi^^g ©s-rlier programmes, or as' a result of reorganisation , 
revision of methods and processes', alterations- in the 
flow of work and redistribution of authority, that takes 
place from time to time. Unless' the changes in the 
structure of the positions are quickly located and the 
position is assigned to its appropriate class, the position 
classification nlan will gradually become obsolete. Tt 
would become incompatible with positions as they current- 
ly exist and the co'hditibns' which necessitated the 
survey in the first instance would be perpetuated and will 
©ontinue to plague 'the administra tier . ' Salary inequities 
will once again merge , titles willbecome' misleading, 
placement, recruiting promotion plans would become 
haphazard and inconsistencies in the pay structure would 
develop. 

63. If the various departments in Gov'-’rnmont are ' 
authorised to allocate positions to appropriate classes, 
the result would be that there would be as many classi- 
fication plans as there are departments. As far as' ' 
employees are concernejd , Government, as an employer, is a 
single entity and should treat all its employees 
equitably. Furthermore, it would not be within the realm 
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of practicability to expect a government department to nave 
all the information relating to positions in other 
de partments . Consequently ■ a coordinated approach would not 
he posslBlOv A classlfioation Plan for government requires 
comparison of the duties and responsibilities of positions 
across denartmental lines.. It is f -therefore , essential to 
create a central classification agency, to maintain a 
coordinated and continuous control over the classification 
plan* 

54. me main responsibility of this agency would be to 
keep -the classification nlan up' to date and to ensure ,, 
that^it is informed of all changes in the duties and 
responsibilities in various positions , and is administered 
equitably .B,nd fairly* It would bo the function, of the 
central-. classification agency to -establish linps of 
communication with all the^ departments . Each department 
would be required to designate a Liaison Officer who 
will keep the central agency informed, of changes in the 
structure of positions so that the .central agency can 
formulate a government-wide view point and develop a 
uniform point of view*. . 
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^■-Clas s ification Scheme 


sition Classification .has ayBultiplicity of 
usesj^^it permeates and aids many aspects of . personnel 
work . Ihe following, are some .of the main uses and / 
.advantages of Position Classification. 


Eg III table ConiiDensatl on 


56. Position Glassification was adopted in the 
United States Primarily to ensure "equal pay for equal 
work The general objective of Position Classification 
is to lay the foundation for equitable treatment of public 
employees. By defining positions precisely and arranging 
them systematically in a class, evaluation of position 
becomes possible.. ■ 

OMective definition of job f»nntpn + 

57m The contents of a class specification haye been 
indicated' above . Specifications ae a storehouse 
of information for management's use and this information 
serves, various needs, ^ .When- for example a demand is 
voiced by .employees for , a raise- in salary the class 
specifications piipvidera basis for .comparing their 'jobs 
and rates of pay with those in other agehcies for making 
equitable comparisons,. 


58 . A, case in point Is that of, the India,.,,. Air line^ 

corporation,. 'A dernand vas recently' made hy the ca:^kpit 

crew of the Indla^i Airlines 'Corporation for a raise ir» 
their salaries. For the settlement of this dema«d, the 
Commission which was appointed by the Gorernment 
considered it essential' to compare the class specifications 
of the lAC cockpit crew with the class speolflcatlons of 
the cocknit crew of Air India International. 

59., Ihe Indian Airlines Corporation retained the 
'Indian Institute of Public Administration for preparation 
hf ' the class description of "the Senior Commander of the 

''lAG. 

60. In analysis of the duties and responsibilities of 
ths' AT AC Commander revealed that while the duties and 
responsibilities of the Commanders of both Air India 
and Indian Airlines Corporation-are akin, the-Gemmander 
of Air India flies only one type of aircraft, name.ly, 
Boeings,' whereas the Commander 'of the lAC flies Garevelles 
and Viscounts in a mixed pattern of operations and logs 
72 ’flying hours a month of which. 25^ are. ori "discount and 
72^? on.Caravelle, involving 42' to 44 landings., 'Of 'these 
landings, 75 % are into airfields not -equipped with 
Instrument landing System available •.•at International 
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01. From this analysis it emerged^ that for landings 
into- airfields, not equipped with. Instrument Landing System, 

the.. Commander has to exercise greater, vigilance , judgment 

and skill than in landings into airfields equipped with 
the Instrument .Landing System, . 

62 . It also emerged that .an lAC Commander is required 
to have, a g.ocd knowledge of the flight characteristics of 
different models of two or more classes of aeroplanes 
whereas the Commander of the Air India needs to keen 
himself acquainted with only one type of aircraft, .This 
factor adds a new dimension to the difficulty of the J oh 
of the IAC.pilot and is an important fa.ctoT requiring 
adequate weightage in’ assessing the relative difficulties 
■' of an Airlines Coirimander ’s joh.’ This 'example has' been 
cited to illustrate the utility of a class specification. 

Fixation of res ponsibility; 


63 . Hesponsiblll^ for a job cannot bs fixed, delegated 
or exeroleed unloeslt has been preolsoly defined. A 
classification system provides t«o broad aids to management 
■for tills purpose t -the position description and the -class 
description. Ihe Position Description, which is made for 
each employee, Ipells out In some detail what Is required 
■ in a particular post of Its Incumbent.' Thus the position 
aesorlptlon ihdentlfies for the employee and his supervisor 
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what is expected of him; what his assignments are, and 
what his responsibilities are . The Class Description is 
more general but is equally useful. It shows the breadth 
of the nosaible assignments that can be made to a person 
in that class, the qualifications required, and the 
appropriate pay. Related class specifications shox^ what 
is required of those who seek promotion or reassignment. 
From management ’s viewpoint. Position Description are a 
useful tool for assessing duplication of effort, under' 
utilisatipn, or overloading of employees. 

Recruitment and Selection 

64. Under a -position olassification. shceme , a variety 

of occupations are placed in the ap-propriate- class thereby 
numerous ..'-p.. lions and positions . are reduced to ..manageable 
proporations and pay levels are rationally controlled. Is 
the entire class, can be fitted against a particular salary 
scale, recruitment and selection can be made; for- a whole 
class of positions. ' ■ ..... , r .. 

65, The availability of job, information facilitates 
development of orientation and in-service training. -A 
clear Picture of opportunities and Inter-relationshlP of 

i , ’ * 

positions ' emerges which affords the Inoimbents of -varlous ■ 
positions a clear -indication of promotion •opportunities 'and - 
career development. 



^ Assignations a n d clear lines of promo tlon 

66. In the absence of a classification scheme, lines 

of promotion cannot be clearly defined and there Is a 

bewildering and confusing array of designations which do 

not reflect the kind of work done in warious positions'* 

As a result there are many cases where designations haire 

no relation to duties performed, and high sounding 

designations are used for routine work. 

• designations 

67.. The same kinds of positions are give different/’ • ’ ■ i 

or in converse for entirely different positions a 

common designation used. In the Department of Family 

Planning, it has been observed that there are several 

positions which have comparable duties and responsibili ties . 

but are designated differently. It has also been observed 

that positions which have the same designations have 

different duties and responsibilities. Examples of these 

are given in Section ? of this Report. It is reasonably 

certain that this situation will be found in other depart- 

ments also. 

68^ Two essential ingredients of a Job designation aret- 
(a) The designation should reflect the job content; 
and * 

Cb) The designation should reflect the level of the 
position in' relation to other positions In the 

isy2J£X& 
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69, : the following example, 'Would further illustrate -the 
anomalies of defective designations of various positions in 
governmental hierarchies j 

The duties a'ld r csponsibilities of a Divisional 
Cor.'miss loner, Commissioner of Income-Tax and a Municipal 
Coimissionor are well kno'Cijn, ¥e need not, therefore, 
repeat them here. Cornmon usage of the designation 
"Coinmiss loner” signifies that the functionary designated 
as "Cominissloner'' discharges important duties and 
responsibilities. This, however, is not uniformly ' true. 

Till recently there were positions of Studio Commissioners 
in the All- India Radio. The Studio Commissioners were 
Class IV officials and their duties and. responsibilities 
were that of watch and ward. This example indicates that 
when designations and ’job specifications do not describe 
the duties and responsibilities of the posit ion, confusing 
a.nd misleading designations result. These designations do 
not reflect the kind of v.r ork performed in a position and 
its relationship with other positions in the hierarchy of 
the organization. ■ ' 

70. It is evident that once clear’ designations h&ve been 
assigned, the duties and responsibilities of t he various 
positions spelt out and the qualificat ions necessary to 
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fill them indicated, selection, placement, promotion, 
transfer and training problems can be handled rationally 
and efficiently, 

71. Both the Interest of government and the interest 
of -workers demand categorization of positions on the basis 
of duties and r esponsibilities. Oliver C. Short has 
pointed out that - 

" Recruiting and the many .and varied other 
personnel problems are as unscientifically and 
blindly handled in the absence of duties classi- 
fication plan as would be the construction and 
furnishing of a building without plans and 

specifications ”.2 



72. A Position Glassification Scheme makes it incumbent 
on the applicant for a job to possess detailed knowledge 
of the duties of the position for wliich he applies. This 
is not so under a system of Rank Classification. In the 
latter system, the employee brings a certain potential to 
the position which is reflected by the rank and qualifi- 
cations of the employee, 

2 , S t a hi 3 Publ i c e r s onne 1 Administrat ' on, page 84. 
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73, Under a Position Classification system jobs are 
assigned to classes according to their duties and 
responsibilities. The qualifications requirements are 
determined from an analysis of these. To illustrate, 
under a Position Classification Scheme, the duties and 
responsibilities of an Under Secretary mil be spelt out 
on somewhat the following lines? 

Under general supervision, organizes and cocrdl^ 
nates the functions of a Branch (consisting of two 
or more Sections) in a Department or a Ministry, 
Assists in the formulation of policy in relation 
to subjects assigned to the Branch. Keeps under 
constant review policy of the Ministry/Department , 
relating to the subjects assigned to the Branch 
and suggests modlficatiohs consistent, with the 
overall objectives of the Ministry/ Department. 
Continuously appraises effectiveness of existing 
procedures and initiates proposals for revision as 
Inadequacies are noted. Interprets policy, 
procedures and directives of the Ministry/Department 
to his subordinates and to the- public. Instructs 
his subordinates as to -objectives, plans, policies, 
procedures and office methods. Organizes, plans, 
assigns and directs flow of work in the Branch 

and is responsible for discipline and the efficient 
functioning of the, Branch, 
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Disposes at his level as much work as possible. 
While referring questions ■ to a higher level, provides 
all the requisite information and initial advice' to 
facilitate decisions at more senior levels. 

Prepares papers in i-jhich Ministerial decisions 
are sought on important points ( Cabinet Papers) 
and discusses these with senior officers in his 
own and other departments. Represents his department 
in int G d.6p0.]r‘tr!iGnt3,l niOGtings^^. 

The minimum iqualiflcatlons for this position would 
read as follows: 


Higher secondary or equivalent 
for promotion quota or University 
degree for direct recruits. 

Length and kind -nf 

ce .8 years as^ Section Officer or in 

another post which would prepare 
the officer to deal with policy 
formulation, interpretation of 
procedures, and supervision. 

Special knowledge 
and other factor s 

Should be conversant with rules 
• and regulations of the Government. 

74. The- qualifications for the class of Under Secretary 

have been determined keeping in view the scope of duties 

and responsibilities of the class. As sometimes ha'^'>pens, 
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t here may be a man vrith a Ph.D, Degree working as an 
Under Secretary along with other Under Secretaries 
whose educational qualifications are inferior to his but 
the nature of their duties and responsibilities is such that 
they have been placed in the class of Under Secretaries. 

It is quite possible that the man who has a Phi D, 

Degree is far more efficient than his other colleagues 
in the discharge of his duties. He, therefore, feels 
that on account of his higher qualifications he should 
be given a higher salary. Under a classification scheme, 
this argument would be irrelevant, because his. duties 
are the same as those of the other Under Secretaries 
and his job is properly classified. 

75. .Under a classification Scheme, the duties assigned 

to the position are classified rather than the individual 

in it. If workers were to be paid for their qualifications 

rather than what they do, the principle of comparable pay 

for comparable work would not be attainable. The course 

open to the Under Secretary with a 1 Ph.D. Degree would be 

to apply for a job requiring the qualifications he possesses 

^ Classification aids Dev e lonme nt 
■ nol i Rati on^ Pav Svstp'm 

76, The categorization of p.d-sitions into classes 
facilitates comparison of the Telatlve difficulty and 
importance of the duties and 'responsibilities of the 
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different positions from the lowest to the highest rank, 
pay is not determined for individual positions nor on the 
oasis of an individual's personal attributes • Pay* is 
determined on the basis of tloe relative difficulty in 
the duties and responsibilities of a class of position. 
Position Classification establishes a consistent and 
logical relationship between the salary scales and work 
performed. 

Summary of main uses of Position Classification* 

77. The main benefits and advantages of a Position 
Classification Plan can be resolved in the following 
synopsis: 

* Position Classification establishes a rational 

system for pay that' peimits comparal)le pay for 
comparable w ork. ■» ■ ' ' 

Establishes qualification requirements for 

posts 5 based on their duties and responsibilities, 
which facilitates recruitment, assignment and 
promotion. 

* Focusses the attention of -'.he employees and 
the manager on the work to be done and ensures 
clear-cut assignment by management to each employee, 

* Reduces numerous occupations to manageable pro- 
portions and" pay levels can be rationally controlled 


Defines sbjectively the job content and thereby 
aids in the fixation ef responsibility. 

It supplies job information '-which facilitates 
ieveltipment «f orientation and in-service training. 

It gives a clear picture of promotion 
•pportunities. 

It facilitates the develcpmeht of career patterns 
in -which employees are rewarded for the development 
of greater technical skills. 

It als* facilitates a number of other things such 
as fiscal control, erganisation planning, 
parliamentary review of budgets, manpower controls et 
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SCOPS , org mitiati m md general 

SURVEY OF THE DEPARTMSfjf OP" 

family PLMNIHO ~ "" 


A- objectives ANTD scope • . ■ 

78. To test the feasibility of introducing a position 
classification scheme in the government organizations, an. 
empirical study of a government department, namely, the 
Department of Family Planning -was undertaken. The main 
factor in the choice of the department was ttet tiiis depart- 
ment contained a variety ^wf both secretariat and technical 
posts. It was originally contemplated tliat the survey would 
cover every position from the lowest clerical level to that 
of a Deputy Secretary in the ■Secretariat mng and from the 
lowest Technical level to tnat of an Assistant Commissioner 
in the Technical 'iing . ’As no response from the position of 
Deputy Secretary was received and there was only one position 
of Deputy Secretary, the study was confined to the levels' of 
Under Secretary in the Secretariat Wing arul Assistant 
Commissioner in the fecnnical “Wing, In all the survey 
covered 166 positions . 

79. The main objectives ' of the empirical study were - 
i. To determine by practical application of tho techni- 
ques of position classification; the extent to which 
the concepts of position, classification can be intro- 
duced in government organizations; and tho extent to 
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which these concepts can c on tribute In improving 
the existing system of personnel management.^ 
ii . To determine th^, Qxt ent to wht'ch the modern techniques 

of Position Classificati'on are being effectively applied 
or are absent entirely in the 'personnel management 
system of government organizations, 
iil. To train a staff of analysts in the Indian Institute 

of Public Administration in the .principles and techni- 
ques of position classification. 


B. Staff utilized on the survey 
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*1 

The position classification team was composed of 


Project.. Director 
Research Associate 
R es ear ch Analys t s 
Res earch As ss.is tant 


» » • : On 0 
. . . On e 

... Two 

• • *■ On e 


G. Main steps in the development o f 
a classifi cation plan.-for -the 
Department of Family planning ■ 


81... The procedure followed in organizing tho survey 


and development of the classification plan for the Department' 
of Family Planning was bas.ed on- the principles and precepts 
describod In the proceeding s ection. of . this report. The' 
procedures as actually followed in the survey and the 
developmont of the plan were as follows: 
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(i) Preliminary step s . . ■ > : • 

82. . .Prior to commenGement , of the survey, the Proiect 
Director made courtesy calls on the Commissioner Family 
Planning and met with supervisors' at various levels to explain, 
the general purpose of the survey and to enlist their cooper- 
ation in the accomplishment of its objectives, 

(ii) . Collection of position information 

83. The first requisite of a classification survey Is 
acquisition of intimate knowledge of the organization to be 
studied.. It is essential that each member of the team should 
be, fully conversant with the organizational structure of the 
department, its . programmes, objectives and inter-relationship 
of the various positions. To acquire this knowledge the classi- 
fication team studied the organogram, annual rep or ts , five- 
year plans , -yearly .plans , manuals of procedures j existing 
allocation of duties, and assignments, delegation of powers etc. 
A Questionnaire designed to elicit inform ti on relating to the 
duties and responsibilities of each position and tho work 
process, involved and instructions for filling it was prepared 
and^ given a test run in the Institute of Public Administration, 
On, the basis of. the test run, suitable modifications wero 
incorporated in the Questiainaire and the Instructions, The 
Questionnaire and the Instructions are placed at Anhetare 'A' 

Of the report . ' 

(tti) Establishing Rapport ^ . 

84. In order to. obtain .meaningful responses from the in- 
Gumboits of various positiqis to be studied, it is of utmost 
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importance that rapport is established, not only with senior 
supervisory personnel tut 'with all sectional supervisory and 
with the incumbents who are occupying the positions to 'he stud- 
ied. This x^as done by discussing the objectives of the survey 
in •informal group meetings where adequate opportunity was provi- 
ded to the personnel of the Department of Family planning for 
romoving any doubts and suspicions that wore in their minds 
in regard to the purpose of the survey. It was clarified 
to tbe omployees of the Department of Family Pl,annlng 'that 
the survey was not being ■ undertaken 'wit h the objective of 
evaluating their qualifications, efficiency or workload, But 
the "main ' Objective of. the study was to examine positions 
as they existed and to 'ascertain whether these positions cah be 
.Classified accordin,,^ to a rational scheme in which pay scales 
cculd be equitably related to duties and responsibilities. 

Their reaction was generally good, although in some cases 
skepticism was evident. 

^ Adnfl-bisterlng the Questicnnalre 

85. The Questionnaire, with Instructions for filling it, was 
distributed to .ell the incumbents of the positions to be studied. 
Bach eraployoG was asked to fill out thC' .Questionnaire in his 
oyi words. His immediate s-uporvisor was required to review 
this description and certify that the statements of the employee 
were accurate and compioto. if they found that it contained 
inaccuracies or omissions, they wep.e required to prepare '.an 
additional statement pointing cut ..the. inaccuracies and the 
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omissions . Under no Gircumstances j were they to change the 
answers given fey the employee* None of, the supervisors modified 
the answers given by their subordinates , 

86. The results of a survey of this nature depend, to a 
great extent, on the written answers given by the respondents , 
These answers must be correct'and clear and 'no information 
rbievant to the duties and, responsibilities of the position 
should be withheld. Very often the respondents are not inclin- 
ed to give Gertain information which is basic to their work or 
wor k- procesg- for fear that they may thereby incur the dis- 
pleasure of their supervisor, 

S’?’, This was true particularly in respect to the question 
’*HoW is your: work supervised? " Some .employees felt that their, 
work was inadequately or improperly supervised, others felt 
that the supervisors, made no, positive contribution to the 

work process. None of the employees, however, were prepared 
to make a written statement to this effect as they apprehended 
that this would reflect on their supervisor. They therefore, 
were' assured that their .answers will be treated strictly 
ccBfidehtial' and used only for drawing general conduslcos 
and that names of individuals will not be mentioned in the 
final ^repcrt, 

58.' Notwithstanding this assurance, the reluctance on the 
part of the employees to give a correct answer to this 
question cculd not be completely overcome. It has, therefore, 
been considered advisable that the question * how is ymr 
work supervised’ should be eliminated from the Questicnnairo 
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to be used in future. This information should be obtained by 
desk auditing the position or by asking the supervisors ■ to 
describe how they supervise the work of their subordinates. y 

i * 

( ■^) Desk Audits , , , 

89. ^ven though the objectives of, the survey were clearly 
explained, there were some employees whose responses suffered 
from reticence, inadequate information, inaccuracies, vagueness 
and conflicting statements. In order to obtain accurate 
inforrration in regard to the duties and. responsibilities of 
these positions, the technique of desk audit was employed. 

90. Desk audit is a first hand investigation of the work 
of a position through use of the. interview, as well as obser, 
vations of work operations The basic tenet of the technique 
of desk audit is that most' hum, an beings are interested in 
speaking about their work .and how important their contribution 
is to the organization' in which they serve The. res earcher 

has to be a good and sympathetic listener and should be able to 
discern the relevant from the irrelevant and the real from 
the exaggerated. He should, be able to create an atmosphere in 
which the incumbent of a position being desk audited is encour- 
aged to talk freely and without reservation. 

91. Particular care was taken to ensure that. the incum- ' 
bents of the positions desk audited did not feel that they. - 
were being cross-examined, or . the veracity of any of their 
statements was in doubt. -The 4nal,ysts prepared a record of • 
these interviews which constitut-ed. a pa,rt of the respmse 
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to the Questionnaire* 

92. .A period of 3 weeks was allowed to the employees ■ to 
complete their responses to the. Questionnaire . On the expiry 
of 3 weeks, it became evident- that the original time table ; ^ 
\ms Vet y Optimistic and would require substantial modification. ' 

93. It is not proposed to make a detailed enumeration of 
the factors responsible for the . considerable ■ time taken in 
completing the responses to- the Questionnaire, The experience 
of t he Study, t earn, how ev or , has be en that cons id or abl o time can 
be Saved by encouraging the supervisory personnel to complete 
their responses quickly. One e the supervisors in the organizatlr 
bn have filled in their responses , a; greater • awareness of the 

ut ill ty of a p os i t i on : clas s ificat ion s cheme d ovel ops and t ho 
apathy and procrastination of their subordinates become in- 
comprehensible to them, 

94. Further, the completion of responses by tho senior 
personnel places them in a better position to clarify the 
doubts of their subordinates, a successful classification 
programme requires the support of man,agement. One of the 
important functions of the position classifier is to stimulate 
iaanagem?h.t into active participation in tho clas siii cat ion 
programme. Involvement of supervisors iti tho classification 
process is conducive to a' better understanding cl ciassili— 
cation, and employees more readily accept a programme which 
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95. Some delay also resulted on account of the shift of 
the Department of Family Planning to a new premises during the 
course of the survey. Under these conditions, filling of the 
Questionnaire assumed the lowest priority. 


An alys ing p ps it i ons 


_ „ ' ■ important 

96. On receipt of all the responses, an - £ phase of 

the survey starts . This is the analytical phase in which 
most Of the decisions pertaining to the classification plan 
have to be made, v/e will enumerate below in their chronol'o- 
gical order the steps taken during this phase in the develop- 
ment of a classification plan of the Department of Family 
Planning, : , , 

(i) The 165 responses received were scanned to 
pick out those which were not clear or 
•inadequately answered.. About 287 & of the 
responses required desk audit as further 
iAformation in respect to cortaln positions 
was.-.considered essential -for a proper ■ 

clas s if ica ti Qja of the positions, 

Cli) The duties and responsibilities of each 

of the positions were analysed and recorded 
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(iii) 


(Iv) 


After all the in fopmatl on -relating to the positions undo- 
Surrey had been collated, the positions were groaped 


into classes on the basis of their 'similarities , 


?his 


required tentative decisions on classes of positions 
which should be set up and which individual positions 
should be assigned to these classes . Having done this , 
class Specifications were prepared. The class specifi- 
cations are an integral part of the classification plan. 
The class specifications indicate the kind of jobs 
there are in the Department of Family Planning and 
the qualifications the candidate must have in order 
to be eligible for them. 

The next step was the development of a Salary Schedule 
consisting of 15 grades and placement of the classes 
in their appropriate grades . At Annexure C-l is placed 
Salary Schedule in the United States which consists 
of 18 grades , 4t Annexure G-2 is placed the Salary 
Schedule proposed for the Department of Family Planning 
consisting of 15- grades. The 15 grade definitions are 
placed at ^nnemire G-3. At present there are 24 grades 
of pay in the Department of Family Planning -and there 
are approximately 600 grades in the Government of 'india. 
W'o feel that it shculd be possible to develop a Salary 
Schedule consisting of 15 to 25 grains, on the basis of 
the maiel suggested for the Dep-irtraent of Family Planning 
to cover all the salary scales in the Government of India 
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V. Present system^ s -defects - Inferences 
based on the empirical study 

97. In the earlier sections of the Report, we have laid 
stress on the point that a position classification plan 

is a tool for better personnel management. V/e have 
e.xplain 0 d the basic precepts of position Classification 
and how they were applied to 165 positions in the Department 
of Family Planning. We have given a synopsis of the 
procedure followed in the development of a position classi- 
fication plan for the Department of Family Planning. 

98. Prom the empirical ' study of the Department of 
Family Planning, though limited to 165 positions , some 
useful inferences, can be formulated which are of wider 
application than the limited scope of the survey may 
suggest. It is possible that a number of the shortcomings 
observed exist in many departments/ organizations since 
essentially the organizational structure and personnel 
praetlces are the same in all 

99. vfe indicate below the findings of the study team 
in respect to the present system of personnel management 
an--^ the extent to which the defects observed can be remedied 
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Ci) 
100 . 


101 , 


y '^-^G introduction of a position classification plan.. 
.d Qsignat i on s usod are dofectivA 

The designation of a class is the nomenclature 
given to a class and to each position in the 
class. The class specification incorporates 
the full me.aning of the class designation, 

Thi.b Qosignation is to be used for all personnel 
purposes, ii design.'ation should be descriptive} 
brief and consistent with other dosignations in 
the organization, it should reflect the kind of 
work performed in a position and its relationship ■ 
with other positions in the hiorarchical structure 
of the organization. In other words, it should 
convey the rank of the class with relation to 
other classes^ 

It was observed that in the Department of Family 
Planning, a uniform job terminology is not employed 
and the design tt ions used are neither descriptive of 
the job nor do they reflect the level of work. The 
petitions having similar duties and responsibilities 
aro given di ff or eftt designations . Positions having 
duties and responsibilities" which are not comparable, 
have the same designation, Tha following are illusti^- 
tive examples of the above. 
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102. There are three positions of Assistant Commission- 
■ ers in the Department of Thmily Planning, The 
duties and responsibilities of these positions, as 
would be clear from the class specifications, 
relate to - 

(a) Development of publicity programmes | 

(b) Procurement of stores; ' ' 

(c) Implementation of Family planning 

programmes and supervision of field 
units . ' 

We understand that these positions have been 
designated as Assistant Commissioners because they 
derive their authority from the Commissioner of Family 
Planning and these designations have been considered 
appropriate as they signify that they are supervised by 
the Commissioner of Family Planning. To some extent, 
the designation Assistant Commissioner reflects the relat- 
ion of the positions with other positions, but it is 
apparent that thoy do not belong to the same class. 

More appropriate designations for these positions 
wculd be - . 

(1) Information Officer - Grade X 
:(2) Stores & purchase Officer - Grade X 
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153. Positions comprising of clerical duties and 
responsibilities normally performed at the 
level of an Assistant, are designated as 
Committee Officer, Senior Technical Assistant, 
Technical Assistant, Analyst. These positions 

■ belong to the clerical series and should be ' 
designated as--*»:A§'sistant » or ”Glerk*' with the 
appropriate grade mentioned against thorn. 

The duties and responsibilities of positions 
designated as Technical Assistant and, Senior 
Technical Assistant are clerical. There is no 
aspect of the work which requires specialised 
technical knowledge of the subject dealt. ■ These 
positions should be placed in the appropriate 
place in the clerical series, 

■ There are two positions of Senior Technical ' 
iissistant . The incumbent of one position has 
clerical duties comparable to that of an 
Assistant. The typical tasks of tills position 
do not include any work of a tectoical nature 
and hence the designation Senior Technical 

- Assistant is' a misnomer. The appropriate 
designation for this position is Assistant. 
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The second incumbent, who is also a Senior 
Technical Assistant, is engaged on 'work of supply and 
purchase of store items. ' The appropriate designation 
for this position is Stores and purchase Assistant. 

104» There is one position of Research Officer. The 

main duties and responsibilities of this position 
rolate to collation of statistical, data relating 
to Family Planning from various published 
documents and its tabulation. None of the 
typical tasks performed in this position reflect 
activity . This position is super- 
vised by the Statistical Officer. The logical 
• and more appropriate designation for this position 
would be Ji^ssistant Statistical Officer or Junior 
Statistical Officer. 

1C5. There are nine positions of Investigators in the 
Department of Family Planning . The duties and 
responsibilities of these 9 positions present a 
very interesting picture. We have not been 
able to determine why they have been designated as 
^’Investigators'’ unless the functions of review and 
-• checking can be equated with investigation. From 
the typical tasks, no investigation functions 
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• In actual fact, they perform almost every liind of 
clerical function which briefly can be summaris erl as 
follows: ’ ’ 

(a) Review v;ork of subordinate positions to 
determine whether appropriate accounting ■ 
and budgetary procedures have been followed. 

(b) Check for accuracy statistical compilations. 

( c) Review proposals for grants and fellowships 
to determine whether they are consistent with 

■the prescribed pattern . 

One Investigator occupies a position in the Cash & 
Accounts Section and his primary duty is to review budget 
proposals, progress of utilisation of grants , chock salary 
bills and account books. The appropriate designation for 
this position is Accountant. 

The duties and responsibilities Of four Investi- 
gators are that of collation and tabulation of statistical 
data relating to programme perform, anco. Tho incumbents of 
these positions also chock for accuracy the statistical 
data collated by Statistical Assistants and Statistical 
Clerks, Those four Investigators belong to the statistical 
■series and ’the appropriate designation for those positions 
is Senior Statistical Assistant. 

Threo Investigators occupy positions in the 
Grants Section. They 'carry out routine clerical duties 


56 


in order to determine whether proposals for grants-in-aid, 
res earch fellowship s etc. are' consistent vjith estab- 
lished department, al procedures. The level of duties 

and responsibilities is- o-omparable with that of an 

Assistant and these positions should a.c'cordingly be 
designat ed as Assistants, 

106. From the above analysis it emerges that the 9 
positions designated as Investigators belong to 
three distinct classes, namely, Accountant, Senior 
Statistical Assistant and- Assistant . 

107. There are tw.o positions of Committee Officer in 
the Department. The duties of one are purely 
routine executive functions connected with 
convening meetings, preparation of agenda, and 
arrangement of accommodation and transport for 
those attending meetings. A more appropriate 
designation for this position would be 
Assistant (Committee Ifork) 

The second Committee officer is incharge of a' 
Section and his -duties and responsibilities are 
comparable with that of a Section Officer. This 
‘ position -should be designated as Section Officer, 
108* At appendix '3* is placed a statement indicating 
the existing designations .and the designations for 


(ii) The pay Plan Is not equitably or ra tiona lly Integrat ed 

S* 11 ■ —MP ...1 

109. The pay plan in the Department of Family Planning 
which is based on the existing scales of pay in the Central 
Government is not rationally integrated. There is no 
consistent and logical relationship between the salary 
Scales and the work performed. 

110. The following table incorporates the pay scales which 
cover all the positions in the Department of Family Planning; 


S.I'To. pay Scale ho. of Percentage 

steps increase per 
step 


1. 

70- 1-80-3B- 1-8,5 

16 

1 

C. 

75-1-85-BE-2-96 

15 

1.7 

3. 

1 10-3-131-4- 155-.3B-4- 175-5- 180 

19 

3.35 

4. 

130-5-16C-8-200-SB-8-256-SB-8-280 

21 

5.5 

5 m 

15C-5-16C-8 -300-3B 

20 

5' 

6, 

7. 

2 10-.10-290-15-320^3B- 15-425 

2 10- 10-270- 15-300-3R-15-450-BB- • 

17 

6 


20-530 

21 

6.9 

8. 

32 5- 15-47 5-3B -20-57 5 ' 

15 

5.1 

9 » 

10. 

350-25-650 

350-25-500- aG-590 -EB-30-SO0 -3B- 

12 

7.1 

11. 

30-830-35-900 

400-25- 5CO-3O-590-3B-30-800-EB- 

13 

. 9.8 

12. 

30-8 SC- 35-900 

4''.'0-4:0-450-30-60 0-35-67: -SB-35- 

17 

7.3 

13. 

950 

400-400-450-460-30-510-660-3F ■ 

17 

8 


700-40-100 -50/2-1250 

23 

9.2 

14 . 

450-30-600- 3B-700-40-110-0-50-1250 

2l 

8 .4 

15. 

600-40-1000 

10 

6.6 

16. 

700-40-110C-50/2-1200 

16 

■ ■ 5 

17. 

900-60-1250 

7 

5.6 

18. 

llCO-50-1400 

6 

4.5 

19 . 

1100-50-1300-60-1600-100-1800 

11 

5.8 

20 w 

.1300-60-1600 

5 

4.6 

21. 

1800-100-2COO-125-2250 

4 

■Jk * fc!... 

22. 

2000-125-2250 

2 

6,2 

23. 

24. 

2500-125/2-2750 ■ . 

4000 

4 

2.6 
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111. The salient defects of the existing pay plan are; 

* There is no rational pattern in respect to 
the number of steps in each pay scale and in 
respect to the annual increment. 

* The number of steps in the various scales vary 
from 2 to 23. 

* The average increase in emoluments at each step 

varies from 1.4% of the basic pay to about 10^ 
of the basic pay.- - ' ' " 

* Positions having the same range of duties or the ■ 

same degree of responsibility a.re assigned to 
different grades. In other words, the remuneration 
for comparable position is not comparable. • 

112. ' A rationalised pay structure is a ,pr e-requisite ■ 

of the merit system. The admdnis tration . of pay is 
often a neglected area of personnel processes. 

0. Glenn Stahl has observed; 


"Governments generally have given . inadequate attention 

to the methods of determining a sound and equitable 

wage structure or to. ^^rl^at might well be termed the 

. ■ ( 1 ) • /• ^ 

philosophy of public wages". ’ .. ' 



113-' For the determination of a public wage policy, the 


following factors are of considerable significance, ■ ■ 

(1) 0, Glenn Stahl - Public Personnel Administration - page 241. 
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For Government to be able to recruit and retain efficient 
personnel, the salary rates of government shcaild 
generally b© commensurate with that offered by the private 
enterprise for comparable work. In determining adequacy 
of government salaries, the principle of ’’fair relativity” 
or '’external relativity" or "fair comparability” (as it' 
has been variously called) should be follo'^ed. Tests for 
an adequate salary are: 

’•(a) It shou3.d enable governnont to recruit and 
retain efficient personnel. 

(b) The standar'd salaries laid down by government 
should: seem to be fair i.e. they shoilLd be 
accepted as fair by the government, Its 
employees and the general public. 

(c) The loweS-t-'ra'te of pay should enable a worker 
to maintain a' minimum standard of living 
consistent with the requirements of health 
and decency . 

114. Having determined an equitable ’wage structure 

on the. basis of the above fundamental precepts, we may 

restate the essentials of a good pay plan: 

The condensation for work of equal difficulty 
and responsibility should be equal i.e. persons 
doing jobs of con^arable difficulty and rosponsl- 
bility and requiring , comparable qualifications 
should receive comparable compensation, l4oro 
difficult and more complex duties and responsi- 
bilities should bd‘ compensated at a higher rate 
tijAa §enparativoly._^ simple work. Supervisors should 
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■■ ■ as a rule, receive more compensation than 
those supervised. 

116. The"' foil owing situations which exist in the 
Department of Family Planning indicate that the rates 
of pay are not determined rationally and on the basis 
of equitable principles. 


* The two positions of Analyst are supervised 
by the Section Officer (Planning Section). 

The pay scale for the Section Officer and the 
4nalysts is identical (Rs. 350-900). In respect 
to compensation, the supervisory and the 
supervised positions have been equated although 

a supervisor has higher responsibility and sts-tus. 

* In the Grants Section, two investigators, two 
Assistants and on^e Upper Division Clerk are 
engaged on scrutinising proposals for financial 
grants to state Governments, Local Bodies, 

.voluntary organizations engaged in Family 
Planning programmes. The duties and responsi- 
bilitles of the positions of Investigators, 
Assistants and Upper Division Clerk in this 
,3ec?tion are comparable.* Their pay scales, 


however, are as follows s 



* As indicated ^rlier, three positions ^hoar the 

designation Assistant Commissioner. The implication 
v/ould be that the duties and responsibilities would 
be of comparable difficulty and responsibility and 
hence the pay scalocshould be con^jarable. This is 
not so. The pay scale of Assistant Commissioner is 
Rs. 1300-60-1600, but the Assistant Conirfiissioner 
(Family Planning) because he is .a Doctor, is given 
a non-practising allowance of Rs. 600/-, per month. Th 
Assistant Gommissicner (Supply) is given a special pay 
: of Rs. 140/- per month, whereas the assistant Comm- 
issioner (Media); is not entitled to any such benefits. 

* The duties and responsibilities of the Publicity 
: Assistant are comparable with that of an Assistant. 
V/hereas the pay scale of the Publicity Assistant 
is Rs. 325-15-575 tmt of the .issistant is 
Rs. 210-10-530., 

116. These illustrations demonstrate that positions having 
the same level of work or range of duties or tho same 
degree of responsibility are not affsi-ned to the same ^ 
grade and do not have similar designations. Tho various 
positions have not been— a-naly® od, with a view to allocating 
them to the proper grade or rank and duties and rosponsi- 
.Mlities have not been related to, qualification requirements. 



62 


(iii) J Ob flp.s crl-D ti ons do . not^exlst 

H7 . Xn t/ho afeSGiicG of job dose rip ti ons ^ tti© incuKibonts 
of various positions do not clearly know what is expOcted 
of them, neither do their supervisors- Consequently 
responsibility for failure to perform, adequately or in 
time, is, difficult to fix on any particular individual. 

Without job specifications, detection of duplication of 
effort and the objective evaluation of performance is 
rendered difficult. 

Selection, _Placement and Training practices 
are defective . 

118. The empirical study has indicated that the 
selection, placement and training practices are defective. 
SelQction and placement is made on the basis of Individual 
evaluation or on the basis of the rank of the individuals 
without reference to specific qualification requirements 
of the respective positions to which they are arranged. 

These defects are generally found a system which does 
not have a duties classification. It is reasonably certain 
that similar situations will be found in other departments 

119. For filling the specific positions in the department 
of Family Planning manpower is obtained from various services/ 
cadres,. Open, market rGcriiitraent is resorted to in a 
negligible number of cases. For , exan^le, the secretariat , 



Wing is manned by incumbents drawn from 


Secretariat Service, Central Secretariat Clerical 


Service, and All-India Services : (I AS, ICS) . lilmoluments 
at certain levels are not" determined by a specified' 
scale of pay for the position occupievi, but by the 
Service of which the incumbent occupying a particular 


position is a member 


To illu 


Secretary, if filled by an officer of tho Central Socro- 


1100- BOO 


remunerated accordin 


in his parent cadre which may be Rs . 1100-1600 or 

Bs. 1300-1600, plus a special pay of Rs , 300/- per month 

If the officer is drawn from the All-India services, the 


remuneration would similarly bo the sc^l 


parent cadre plus a special pay of Rs. 300/- p.m. Tho 
scale pay in the later case would invariably be Rs. 900-1800 


in soma cases, be R 


12 1. In tho Technical Wing the lower technical positi'Wis 
,are filled by incumbents drawn from the Secretariat Service: 
The higher positions are filled by officers from, the 
Central Health Services, Central Information Services and 
General Central Services,. In these cases also the re- 
muneration is determined by tho seniority of the officer in 
the service to which he belongs. 
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122. This system of staffing is not conducive to the 
development of a rational and efficient procedure for 
selection 5 placement, promotion, transfer and training of 
personnel. .The existing arrangement inhibits development 
of rational channels of promotion within the functional 
field of faraily planning. 

123. Many of the defects enumerated above can be obviated 
by the introduction of clear-cut descriptions of positions 
and qualifications required to fill them. Position specifica- 
tion would enable proper evaluation of applicants. Persons 
with the requisite qualifications, experience and calibre 
cannot be selected unloss the qualifications actually 

,.^'equlrod are determined and specified. • ■ 

: ■ ’ A position cla s s i fi cation plan for the Department 
Family Planning based an 165 positions surveyed 

124. The procedure generally followed in the develop- 
ment of a Position Classification Plan has bean described 
in Section II of this Report. On the basis of the 
classification survey and analysis of i65 positions 
studied, a Position Classification Plan for the Department 

■ of Family Planning has been developed, 

. 'Classification Plan 

■':■' (a) I The 165 positions surveyed have been allocated to 
I 35 classes. Tho 35 classes, tove been assigned to 
,, 9 class series (Annexure B-1) The description of 
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the class series include specifications for each 
class, Ths descriptions} incorporate the 
ctara cterlst 1 cs of the class which differentiate 
it from all other classes; include examples of 
typical duties and responsibilities of positions 
of the class, and specify the minimum qualification 
requirements for recruitment to positions in the 
class . Documentation of this information will 
facilitate selection of personnel, planning 
training programmes, conducting orgsmisation tnrl 
. method studies, planning and budget and will serve 
many other purposes.. 

1 ■ ' ■ 

( b) A model of a . pay plan consisting of 15 grades has 

been proposed for the Department of Family 
Planning (Anne:<ure G-2) . The pay plan contains 
the rates and scales of pay for each grade 
according to which the enp)loyees in classified 
positions shall be paid.. 

1. A complete pay plan, inter-alia? incorporates method 
of wage det(5rmination, principles for determining 
lowest and 'highest wages, instructions for modifying 
the wage structure to conform to economic changes, 
regulations for fixation of pay on promotion. "This is 
not the connotation attached to a pay plan in this 
study* In this study, the connotation is limited. Hero 
thQ, term is applied to pay g^i-des, their definition and 
equitable application. 
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(c) On the basis of the relative diffi-culty and 
complexi'ty of duties and responsibilities, 
aefinitions for all the 15 grades have been 
formulated. The grade definitions have been 
designed with the objective of providing 
comparable pay for comparable work. - Allocation 
of pay grades to classes on the basis of the 
grade definitions will tend- to minimise, if not 
eliminate, employee's grievances arising out of 
alleged inequities in- salaries for positions 
• having comparable duties and responsibilities, 
grade definitions are contained in Annexure C--3, 

(d) The 165 positions surveyed have been assigned 
to appropriate grades on the basis of the 
relative difficulty and responsibility of 
individual positions. Annexure 'D' contains 
our proposals in respect to assigning of 
existing positions to the grades proposed byus. 


The 



VI. li S TMDARDISATION OF THE STRIIGTim?, OF P AY -!^p ALES 

125. A Position Classification Scheme provides 
the' means for attaining" many of the objectives of a 
Pay' Plan. It facilitates the rationalisation and 
simplification of a Pay Plan. At the present time the 
Government of India has a complex pay system. 

126, . The complexity of the pay structure and the 
multiplicity of pay scales in the Central Gcvornment has, 
in the past, engaged the attention of Government as veil 
as the, Pay Commissions. Some steps vere taken to simplify 
the pay structure and to reduce the number cf pay scales. 
The Second Pay Coimmission, while addressing itself to this 
problem found that of the 517 pay scales in existence only 
177 covered mors than 100, employees each. In other words, 
the 340 pay scales covered less than 3400 employees. It 
also came to light that 75.1" of the employees were covered 
by 30 typical scales recommended by the Dass Commission, 
20 ^ of the employees were 'ccvsied by 475 scales and the 
remaining employees were covered by "^,2 scales. Although 
the First and Second Pay Commissions suggested that the 
number of pay scales may be; reduced to about 156 and 140 
respectively, the position as it obtains tcda> indicates 
that the problem has not been .alleviated and many complex- 
ities still remain. 
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127. From approximately 600 • scales ^ at present 

prevalent in the Central Government, the following- groups 
of scales have been picked at random The differences in 
these scales of pay are of a minor nature. It is concei- 
vable that the duties and- responsibilities of posts to 
which they are assigned would not differ substantially. 

It should be possible to merge the scales in each . group 
into one scale. ■ 


(i) 75-1-85-BB-2-89 

75-1-85-EB-2-9S ■- 
75-1-85-EB-2-95-3-101-EB-3-110 

(ii) lOG-3-121 

100-3-130 ■ 

1Q0-3-130-EB-3-142 

(iii) 110-3-145 
• 110-3-131 

110-3-131-4- 143-EB-4- 155 

(iv) 125-3-131-4-143 
125-3-131-4-155 

125~3-131-4-163-EB-4-175-5-180 

(v) 130-5-160-8-200 

130-5-175-EB-6-205 
a.30-5-175-BB-6-205-7-212 

(vi) 150-5-180 

■150-5-200. ■ : 7 . : ' 

150-5-175-6-205 
150-5-160-8-216 
150-4-170-5-180-5-210 
150-5-175-6-205-7-212 

(vii) 170-10-280 
it-vi'nn- ^:il70-i0-290 
170-10-300 





700-40-1100 
700-40- 1100-50- 125C 


(xvl) 


1000-40-1200-50-1300 

1000-50-1400- 

1000-100-1500 


1100-50-1400 

HOC- 50-1200- 100- 1500 

1100-50-1300-60-1600 


1600 - 100-1800 

1600-100-1900 

1600 - 100-2000 
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128r The above groups of scales lead to tv;o possible 
inferences, namely, that the internal relativity of the 
duties and responsibilities ■ of the various positions to 
vhich these pay scales relate have been very minutely 
measured. And for distinguishing so finely the relative 
difficulty in the duties and responsibilit ies a very 
sophisticated device has been employed; or alternatively 
the pay scales have been evolved on an ad hoc basis to meet 
particular exigencies as they arose. We subscribe to the 
latter inference. • ", " , ' 

129. This state of affairs is not confined to the pay 
structure of the Central Government. With a few exceptions 
perhaps the problem is more acute in the States. The follow 
ing statement indicates the 'number of pay scales prevalent 
in some of the States: - 


Madhya Pradesh ; 73' 

Orissa 77' 

Madras 100 

Punjab 331 

Gujarat 525 

Maharashtra 1100 


130. Annexure 'F' contains the pay scales prevalent in 

Punjab. The pay structure of the Punjab Government presents 
a'very interesting picture, y '■ ; 

131. Two pay scales have a maximum of lb. 37, the annual 
increment is Rs.l/-' but the minimum of one scale is Hs.Sl/- 
and of the second scale tb.32/-. There are a number of pay 
scales which have the same minimum and the same maximum 
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with a small difference in the annual increments. There are 
also pay scales which have the same minimum almost the 
same annual increment, but a negligible difference in the 
maximum. The following groups of pay scales are illus- 
trative of the above points. It wouldbe evident that pay 
scales which approximate to each other very closely 
cannot be assigned to classes on any rational principles 
of eviuniion of duties and responsibilities. 


2R-1-34-1-40' 

31- 1-37 

32- 1-37 

3 9^ - 1 -4 9^ -/E - 5 9|- 

391.-1^-491-/2-59-1 

39-1-11-57-1 

42|--1-54| : ■ 

421-2^-571 

42#-2-62^ , . ^ . ■ 

47*-1-52|-.-/1-57-^-1-62-|-: ■ • ■ ■, 

47|-l-59| ' ■ 

47|-2-57i 1 ; 

110-3-131-4-139 ' ■ ■ 

110-3-131-4-143 

110-3-131-4-147 

130-5- 160-8- 2G0 
130-5- 175-EB-6-205 

150-5-175-6-205 

150-5-200 

200-20-400 

200-15-350-16-400 

600-40-300/40-920/40- 1000-60-1200 
600-40-1000-50-1250 
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® • So me defects in the ex is ting pay strucutre 
132, There is no reason to believe that these defects 
are peculiar to the pay structure of Punjab or that of 
the Central Government, ’-'ith some variation in degree, 
similar situations are found in the pay structures of 
most of , the States. The most common ones are; 

* The scales of pay are not determined on the basis 
of a rational evaluat ion_ of the relative diffi- 
culty in duties and responsibilities but on ad hoc 
basis. In determining pay, internal and external 
relativities are not given adequate consideration. 

* For substantially equal work, compensation is 

not always equal. - • 

* Posts which have- comparable duties and responsi- 
bilities and require comparable skill and 
qualifications are remunerated on the basis of 
the service to which the incumbent belongs. 

* Pay differentials do not always- reflect differe- 
nces in level of duties and responsibilities. 

* Incremental time scales are not- based on any 
rational principles. ' ' ■ - 

* There is no institutionalised machinery for 

relating pay scales to coat of living and 
economic trends, . ■ . 
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* The number of pay scales is too many, 

C i E^ent la ls__of a good oav system ' 

133. Lack of salaty standardization, an inequitable 
pay structure and proliferation of pay scales are defects 
found in the absence of a comprehensive wage policy, 
and lack of attention given to the principles and 
methods of, determining an equitable wage structure, Tha 
effect of this on morale and efficiency is consideTable. 
y’ A rational and systematic wage policy is a sine qua non of 

an efficient administration, ^ In the determination of a 
sound wage policy the following are factors of vital 
importance; , , • , , ■ 

■ As; ■ * Under the same conditions of employment , employees 

^ , doing, work of comparable difficulty and.responsi- 

, bility ^ should receive comparable compensation. In 

: 0 ft other words, for equal work, pay or compensation 

should be .equal. . 

* Persons whose work is more .difficult, more complex 
ot responsible, shouldhave higher status .and the 
potential of higher pay. than those whose work is 

; A simpler ., ■, ; , ■ • y " /V.-A -hi' a 

* Supervisors should have higher status and. pay 
scales than those ^of their subordinates. 

. Recognition for long and .faithful service can 
be provided through incorporating adequate 
number of increment steps in each grade to 
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reward length of service in the position. 

♦The salary rates of Government should be 
comparable with those paid by the private 
employers so that outstanding and capable 
persons are attracted and retained. 


i-JBOdg.L-Of-a_.pay p lan and its s alie nt features 
134.- The movement of standardization of salaries in 
most countries has been responsible .forthe dev^elopment of 


a sound wage policy. Many countries have set up pay 



ux respcnsiDiiity. This results in the establishment 
of a wage structure, comprising of a manageable number of 
scales. In U.s.l. the pay plan comprises of 18 grades, 
in U. S.S.R., of 17. For the Central Government it should 
be practicable to develop a pay plan comprising of 15 to 
30 scales. The number ■ of scales or grades, which may be 
finally adopted, wouldbe contingent on the number of 
discernible levels of responsibility, wq have suggested 
a model of a pay plan consisting, of iS grades. A 
definition for each grade has also been suggested which 
reflects the level of responsibility.- 

135. Grades 1 1 0-9- have 15 steps. After the eleventh 
step, -the scales are overlapping and the overlap is after 
the mid point of the pay scale. ' Overlapping is justified 
on the ground that experienced employees in the lower 
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grade are vorth as much to the organisation as the now 
entrants to a higher grade with no experience. The 
justification for the latter’s assignment to the higher 
grade is that' they bring greater potential to the job. 

In a situation where pr-omot ion opportunities are limited 
and an employee has to remain in a particular position 
for several years, a long grade provides a built-in 
incentive for retaining the employee in service. 

136. For grades 10 to i4, the number of steps progre- 
ssively diminish. 

137. The yearly increment granted to the employees 

is . significant and ranges from approxiraat ely 3,^ to • 

138. Tit higher levels of responsibility, pay scales 
do not overlap. 

139. ¥e would like to clarify that this is not a model 
pay plan, 'Ve have advisedly called it a "model of a pay 
plan." This is essentially a schematic model suggestive 
of the , lines on which a rational pay plbn taking into 
consideration the following factors can be devcaoped, 

(i) The relationship among various classes, of 
positions in terms of duties and 
;\r:eaponsibiliti6s»: :; 7': ; 

(ii) the availability of personnel with the 
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(iii) The probable effect of the wage structure 
on the turnover of the employees; 

(iv) Geographical differentials - notable cost of 
■ living and economic differences between 

different areas adjusted by supplemental 
allowances. 

E* Development of a rat i onally integrated na y 
plan with the aid of P osition Classific at ion 

140. The classification of position brings into" 
focus the relationship among various classes of positions 
in terms of duties, responsibilities, educational requiremen- 
ts and thereby helps in establishing a consistent and logi- 
cal relationship between emoluments and work perforated , 

An appropriate pay scale is prescribed for each class -in 
conformity with the relationship between the classes incor- 
porated in the Position Glassification plan. The pay scale 
assigned to a position is the pay scale for the class 
to which the position is currently classified. Consequently 
establishment of rat ionall;^ integrated pay scales and the 
development and formulation of a sound salary policy are 


facilitated'. 


VII. G01CIJJgigN_- _AHD some SPSC IFin R 5Ci.^D^Bi:'jDATI0N3 
A. Present system's 

first empirical study, although confined to one 
small department and 165, positions, has enabled the 
identification of some of the shortcomings in the current 
personnel management practices. Because the organisational 
s^tructure and personnel practices are, in most of the 
Government Dej^artments and organisations, essentially 
similar. It can be assumed that the inferences formula t...d, 
have a wider application than the limited scope of the 
study may siiggest. Undoubtedly many of the shortcomings 
observed exist in other departments also. These shert- 
comings can be restated in the following synopslsK 

(i)The pay structure is complex and consists 
of more than 600 pay scales. The pay scales 
are not rationally integrated. For substantial 
equal work, pay _is not equal. 

.(ii)The lack of job descriptions impedes the 
' ’ • employee from^ understanding what is required 

' ’ - of him.' Eesponsibility is diffused and 

-difficult 'to fix. ■ Duplication of effort, 
under-r utilisation or overloading of employees 
:li;:s'i':|t:;'f:l:':'bann;ot;;:b|'^ 

evaluation of; performance is not posslbl-a. 
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(iii)Precise qualifications to conform to the 
specific requirements of the job have not 
been determined. Consequently, the scope 
for specialisation is reduced and the selection, 
placement, promotion, transfer and traning 
problems cannot be handled systematically and 
rationally. In the absence of job specifications 
and the definition of qualification requirements, 
the employee brings potential to the job but 
does not always bring the know-how. 

(iv) The job designations are defective. A confusing 
array of designations which do not reflect the 
character of the work are in use, 

(v) Placement and advancement are tied more closely 

to the seniority and service of the incumbent 
than to merit; performance potential or qualifi- 
cat ions. . 

142., We have carefully weighed'vthe benefits that a 
personnel management system, based on rank-in-the-job, yields 
in comparison with one based on rank-in-the man. ''•'^e are 
convinced that Position Classification is a powerful and 
efficient tool for developing rational personnel management 
policies and practices!"- 

B. - Issues to be resolved before introducing 
a Position Glassi fica tion. S c heme 

143. The implications of Introducing Position Class if i- 
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cation involve many challenging ramifications. The 
conceptual conflict with existing policies ani practices, 
the colossal and sustained effort required have tc be 
weighed carefully. There are 'three issues of especial and 
vital impcrtanca ’which must./be rasnlved bofcr ; a Position 
Classification Scheme can be introduced in the Central 
Government. These are: 

(a) Are the advantages of introducing a position 
classification schema fco over -wh -aiming ns tc 
lead to the ccnclusion that it should ttt.dly 
replace the existing system? 

(b) Can the basic ingredients of a Position 
Classification Scheme be reconciled with 
the existing system of personnel managoraent 
by amending the existing systc-jm partially 

' ■ . ‘ SO as to be ablf? to achieve 

the benefits which accrue from Position, 
eJibiA , Classif icat;i:bn?..;:.= /h.::;;y^ 

: (c) ■''’"hether the costs inviived in (d.) would bo 

j : h-;; commensu^atei;withi:thG^hadybnt:ages?;:•T 
144., The answer to those questions will indicate thr 
extent tc which wo need to modify the existing personnel 
management practices and the extent to which the basic 

ii'' \e'''V.hT.V ..h:ep''ee.:h:;, ,-ve,:'':;:e . n-. ■e-Ge.- i iv'i.i'n 'b"'; v"'' ie'h'' V^, 

precepts of Position Glassification con bo introduced in 
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145. Many hold that because the existing system is a 
legacy of the colonial era. It has become an anachronism in 
a welfare State and should be replaced. Another point of 
view is that a system which has, generally, worked and held 
together the Administration of the country through a 
succession of crises should not be replaced by a system, 
whose ramifications are still unknown. That does not imply, 
however, that the existing system aannot ana should not be 
improved by modifying it to meet the new dimensions 
created by ideological, economical and technological 
changes. 

146, IJhat then is the aaswer? ■’’^e must confess 

that we have no ready panacea for this dilemma,' Judging 
by the experience of other countries, which have adopted 
1 Position Classification and also' by the inferences arrived 
at on the basis of one ; empirical study, we feel that 
Icsiticn Glussif ication can'^aliev.ihtBhmaaybcf -.defio- en- 
cies in the existing system of personnel management. ¥e 
also feel that the techniques of Position Classification 
are being only partially and ineffectively applied in 
I government organizations or are absent entirely. Ve cannot, 
however, recommend metamorphic changes for the entire 
structure of government without a fuller realization of 
the magnitude of the effort that would be involved an'(3 the 
^ cost both in terms of the installation of the system and 

■I' 

I its consequences on the wage-bill, ' ■ 
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147. These are major considerations. 7ould the cost of 
development, installation and malntanance of a position classi- 
fication scheme he commensurate with the results achieved? The 
answer to this question is subject to a number of imponderabls 
factors, hence no categorical answer can be given at this 
juncture, 

148. Some inferences, however, can be formulated cn the basis 

of the experience of the Philippines Government, vjhich roc -ntl:/ 
undertook a comprehensive classification .and a salary survay 
under the technical supervision of a personnel and management 
consulting firm, viz. Louis J. Kroeger and Associates of San 
Francisco. . ! , 

149. ■' This survey related to 2,00,000 positions. On the basis 
of an analysis of each of the ■2j00,'000 positions, 2,284 class : -7 
specifications were prepared which were consolidated into 239 
class series. A pay plan consisting of 75 pay scales was 
developed. The survey took 3|- years to complete. 

150. ' It was found that of the 2,00,000 classified positions, 

62? were receiving salaries below the menimum of their salary 
range allocation. The Consultants estimated that the adjustment 
of each employee to an appropriate salary scale would cost an 
additional 46 million pesos per annum to the government or 
tabbutde l2^^:dof 7: th g; If btal-: p ay 3- 7^:^^ 
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151. In. addition to cost of development and installation 
of a Position Classification Scheme,' the cost of maintaining 
the, Scheme, has also to be considered. For the continuous 
administrat ion and mainteriance of the classificat ion plan, 

a permanent machinery would have to be set up. 

152. The most important factor bearing on the size of this 
machinery is the relative stability of the duties and respon- 
sibilities in an organization. It h as been estimated that in 
an organization, in which the duties and responsibilities do 
not frequently change, an average of one staff .member is . 
required for every 2,500 to 5,000 positions., This may mean. : 
that for the Central Government which employs about 3 million 
persons, an establishment of 1,500 to 2,000 persons would be ■ 
required for the maintenance of the plan. In the Central . 
Bovernment 97.f of the positions are occupied by personnel 
belonging to Class III and Class IV services. As many of 
these positions are similar, the number of persons required 
to maintain the classification plan uptodato could be 
considerably reduced. It would not be necessary to locate .all 
these persons in the central agency. Most of them, can 
function in the organizations brought under the classification 
scheme. 

153. Note needs to bo taken of another element of cost. 
Initially, the introduction of; a position classification 
scheme inevitably results in a substantial increase in the 
wage-bill. The reason for this is that certain positions 
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get upgraded and some get down-graded. The upgraded positions 
immediately: attract a higher salary scale, whereas the 
emoluments of the incumbents whose positions are down-graded 
have.^ to be .prctected. • Theoretically, it is possible to 
conceive of a system where the wage-bill does not increase. 

But this would imply that the salaries of the incumbents of 
the positions down-graded are reduced. In the context of the 
present social, economic and political situation, this would be 
an extremely difficult decision to implement. A commitment to 
the incumbents' of posit ions .down-gradod that their emoluments , 
will be ■ prot ect ed is inescapable. It is this which cumplativa- 
ly results in a higher wage-bill when a position classification 
scheme is installed. 

154.- Against the init ial\ higher budgetary impact, which is 
a direct consequence of- installation of a position classifica- 
tion scheme, have to be weighed the long range sa'oings, A 
rational classification scheme aids_ in exposing, areas of 
duplication of 'functions and thereby contribiitos towards 
reduction in staff. The, .equity of action for which a 
classification plan lays the foundation removes the discord:an- 
ces in pay scales which are a constant source of irritation to 
the employees and are conducive. to develcping incentives for 
efficient -work. If the creation of a climate of o-quity 
results in greater motivation, effectiveness of the werking 
forces and greater efficiency, .and we believe it docs, the 

TAppar ept; ; •ad'dit:ibhal;^^ c bs|: ::,^W:buTdpbe:.s:,bf f :set; * V 
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■ C, Transit lonal period -v 

155. The introduction of Posit ion Glassificat ion will 
confront us with another question. Gan the two systems - the 
existing one and the Position Glassification Systsm - function 
simultaneously in the transitional phase which will inevitably 
be spread over a number of years? There are various 
alternatives which can be considered. 

156. One alternative would be, to install the Position 
Classification Scheme, department by department. This has 

* the merit of simplicity of approach, but since staffing 

of all, departments borrows, heavily on established services, 
the difficulty one would encounter in this would be how 
to isolate the personnel system of a department from the 
overall system to which it is firmly anchored. 

,157. Another alternative would be to cover positions up to 
a certain level in the hierarchy and progressively increase 
the coverage level by level. The start can be made with 
lower levels; or the higher levels canbe classified first 
e.g. all the positions occupied by All-India and Central 
(Glass I) Services. A third alternative could be to select 
an organization where difficulties of services or cadre are 
either not in existence or are minimal. 

' S , Recommendations - More studies to assess 
Implic at lcns of tota l adoption 

' 158, Before an unequivocal recoramendat.ion for introducing 

Position Classification. in the entire structure of 
Government can be made, : we have, t o determine for ourselves 



the order of magnitude of the higher and the other 
implications of introducing Position Glassification in the 
entire structure of .Government, •t.'e would suggest that 
some more studies should be conducted to test the feasibility 
of introducing a position classification scheme and in order 
to have a fuller realisation of its implications, ve, thc-ro- 
fore, recommend that three empirical studies be undertaken 
in three government organizations, namely: 

(1) A large size public-sector undertaking. 

(2) A fulfledged Ministry where all the problems, 
arising from service, cadres, placement of 
technical people, will be immediately encountered. 

(3) An organisation such as All India Padio, 
where problems of this nature would not be 
so pronounced. 

E* Reforms o f existing system: not d ependent 
on decision f or or again sF't otaI~adoDt ion~ 

159. At the same time, we recommend that pending a fuller 

enquiry into the question of the desirabil-:ty of introducing 

a Position Classification Scheme, some of the basic technique 

of Position Classification which do not involve .a complete 

abandonment of our existing systora should be progressively 

Introduced. ^ , f ■ 

These are - A’' -'. ‘ 

, Formulation of .lob'' spefelficat ions 

' ' j (i) Job specifications should be formulate ■* for all 

J' classes of positions occupied by Glass I and 
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Class II officers. The job specifications 

should incorporate the job content, skill and 
* • 

qualification requir’ements. The job specifica- 
tions should be used for evaluating individual 
■ performanco and for determining the suitability 
'of candidates to fill the vacant positions. 

This -will ensure that placement and promotion 
is made on the basis of merit and suitability 
rather than on the basis of the service to 
which an individual belongs or his seniority. 

(ii)If the recommendation made above is applied 
" immediately to higher administrative positions 
in tha .Secretariat and specific skill and expereince 
requirements in relation to duties and responsi- 
bilities are spelt out in detail, it will 
facilitate the tnanning of the positions by the 
best man available irrespective of his seniority 
or the service to which he belongs. On the one 
hand the best talent will be available to 
Government and on the other this will alleviate 
the biggest cause for lack of motivation and for 
inter-servicG rivalries and jealousies. 

Rationalisation and smlplif icat ion 
of ""p ay ~ it r u c t ur e 

(iii) The pay- strubture should be rationalised and 
simplified tso that the existing anomalies are 
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removed. For substantially equal work, the 
compensation should be equal. This can be don-- 
by framing standard scales and 30 b evaluation. 

At present there are about 600 pay scales in the 
Central Government, There are many pay scales 
>hich, except for small difference in rospuct 
of the minimum or the maximum and an insignificant 
difference in the annual increments, arc almost 
identical, These pay scales should be raergud 
without disturbing the existing pay structure 
and the pay scales should btc reduced to about 30 
or 35 standard scales. 

C ompensation should be assigned to po si tions 
and not to individual s " ” ” ' 

, (iv) The pay scales should be assigned to positions 
on the basis of the relative difficulty and 
complexity of the duties and responsibilities 
of the positions. The incumbent of the posit icn 
should not draw salary on the bas'i s cf the grade 

of his belonging to a 
particular service but on the basis of the grade 
,, - assigned to the position, 

in . the; or ganisati on d : 
for Per'^nnel "Administration ' 

160. For all this to happen in practice and not merely 

in theory, a strong personnel agency manned by persons 

of proven professional compet.ence should be established 
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outside the . purvie^ft’ , of any part icular department or Ministry. 
The Central Personnel Agency should have an independent 
and authoritative relationship with other organisational 
units. ::This Agency should he, .concerned with the formulation 
of changes in the organisational structure .and should 
closely associate itself with the creation of new positions. 
This would facilitate objective understanding' and evaluation 
of the duties and responsibilities of positions in any one 
department vls-a-vls positions in other departments 
scattered throughout the government organisations. It would 
also ensure development of .a fair, equitable and uniform 
policy and action under like conditions. 

161. The Central Personnel Agency should report to the 
Cabinet. It should, therefore, be placed under the Cabinet 
Secretariat or the Prime Minister’s Secretariat. 

162. The adoption of any system of personnel administration 
is not an end in itself. The end is; At any time the 
administrative agency dn ould be able to achieve effectively 
the goals of government. The goals are not static. The 
goals are becoming bigger and government’s functions more 
complex. If the aims and objectives of government ; pent inue 
to change, the agency for fulfilling the aims of government 
must be reorganized and refashioned to meet these 
objectives. For the urgent solution of problems, contempor- 
ary government demands specialised knowledge from its civil 
servants, large scale activity has made imperative a 
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professional and well tr^ed body of officials, 
modern governments require the services of scientists and 
experts in every field of human endeavour. It is now increas- 
ingly realised thatif bureaucracy is to function effectively, 
the personnel policies and practices should be kept under 
continuous review.' # 

163. Our civil service has been described as one of the 
best in the world. The civil service structure has w.eathere'l 
many a storm. This should not make us complacent, '’•’hen new 
tasks are being set and bigger objectives are tobe achieved, 
we should constantly examine what changes in the civil service 
structure are essential to meet the new challenges. The 
tempo at which progress will be .achieve.! will be dutormined 

by the efficiency of the civil service, ‘'■'e should therefore 
seek and find new methods which will develop a more efficient 
and effective administration. 

164. ' lie have carefully weighed the benefits that a 
personnel management based on rank-in-the-j ob provides in 
comparison with one based on rank-ln-the-nian, ’‘’e f^el that 

jJ-Position Classification, which had its origin in U.S.A. and 
i'.has been adopted by a number of countries, is a powerful and 
i 'e'fficient tool for developing rational and mote effect Ive 
'^personnel management policies and practices. Very often we 
‘■..We accused of adopting foreign tehhnSques withcut a full reali- 
Vi#ation«of the efficacy and implications of these techniques 
' in' a' different environment and culture. Many of the 
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personnel management praetices, pol.ieies and' techniques 
developed in the advanced countries _ are culture-bound or 
culture-oriented. Easy mobility is possible in an economy 
of abundance, whereas in an economy of scarcity, permanent 
tenure and steong protection given to the employees -is 
inevitable. ■ ’ 

165. ’ Ve’-do not suggest - that Position Classification, as -adop- 
ted in America or any other country, should be transplanted 
to our country. . As a matter of fact no two countries have 

an identical position classification scheme, . This is both 
• inevitable and logical. It also speaks volumes for the 
flexibility of the precepts of positioh' Glassif icat ion. 

166, . It is this which has weighed with us in suggesting 
that the precepts and techniques of Position Classification 
should be applied, to start with, in a few areas of Government 
activity. This would provide a fuller under standing of 

the consequences of change. This would enable us to develop 
a scheme to conform' to our needs and our ethos that would 
give optimum results" without presenting ser'ibus problems irv 
implementation. This would also ensure a fair test and trial 
for the system prior to wider application. 
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■ gPlgTlOCT^/ilRS USSD W TH S M FiaiGiU. STU DY OF 
FOSITIOl^CT THS FMILY IXiMlW""M>ART!WT 

: ' £08111 ON. GLASSIFICATION 'OUBSTICMNAIRB 

(Before answering these questions, please read the directions) 

__ # 

-t^ame ............. 

Section/Branch. . ... 

Present. P ost 

Present pay and Pay-Scale. 

¥ho is your immediate Supervis or 

The next is the most Imtiortant item on this form . 
Please read the instructions carefully before 
living the answer . . 

. Des criution o£’ your work . In your om words list and erplaln 
your duties in reiaiicn'to the subjects assigned to you. 

Make your description detailed and clear so tint persons un- 
familiar with your' work can understand exactly what you do. 
List the most impoH ant first. Bstimate the amount of work 
time spent co each ;iuty. Use per con tag os or number of hours 
or days. Indicate this in' col, 3. Attach additional sheots, 
if necessary* 


t 

’^ 18 ? 

! 

f 

....t 

work description 

t 

r 

♦Work time 
Spent 


p 







d 

! 


t 


■ ''f\ 



! 


f 


t 



''f"" 


! 


t 


-S' 



f 


X 


'I'S: 

1 




i 



t 


r 


i 







X 



I 




t" 


■ I' 


♦Hours _ a month or ^ of your working time. 
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7 , Wtet part of y our is, t he,, aos t hi f f ieui t? 


is. (^) .D® you supervise the work of others? 


(h) If yes, exi'ilaih in what way the supervision is 
Gxercis ed.' 


9 ^ 


. 10 . 


( o) •In.i.lcate. the. owes. WS.P. 03 .ts. .of. perj.cns.you jupery-lso . 

How is your work supervised or reviewed? 






'How nuch expenditurG are you authorised to sancti’:n? 


ill. (a) Dogs ycur job demand devising of new ways of - doing 

I ■ things? ■ - 


(b) If yes, •xp’lain how often and in what kinds of 
situations, 

• »■**'*■■ # ♦: * •, • • ■'* * •,'* 


Date 


»*#** 


Signature of the. GcipJ.oyoG 


TO BS FILLED IE BY THE I14MEDIATE SUPERVIBOR 


Are the above 'S tat emeftts of the eisployeo accurate and 
complete? Indicate inaccuracies or incomplpte, itews ? ..if . 
any-i - -^Please s ee paragfaphs '4 and 16 of the instructions),. 


Indicate, the qualifications you thinh should be required 

for filling. a Vacancy in- -thi-s- -p-os it i'cn . Keep" the 'requiro- 

ments of the position in mind rather than the qualificati- 
ons of person now fillirig it ' _ '■ t 


lie'. 


N Gces sary 
q^ual i.f -i-cat i ons 


Additional t 
desirable* * t 
qualifications 


Idu cation, genera 


-v'l 


1 


Eriacation. spociax 


t 

t 


Length and ' kind o 
t.extperienoe . . ,, ; ; 


t 

:v 


■Special knowledge;, .a bill- 1 
ties and other Tactors * 

— — 


t 

. ! 




: if.: #; ir ; 


Date . . , , 




SIGNATURE 0? IMEDIATB SUPERVISOR 
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OLASSIFICATIOH- SURVEY 


The Indian Ins- titute of i'ublio Administration is 
undertaking a cl ass tfi oat ion survey of our department. 

For the purpose of this survey, you are requested to fill 
in the enclosed Questionnaire. : The results of this survey 
depend entirely on the answers .given by you. It is, 
therefore, important that you should go through the 
enclosed instructions very carefully before attempting 
to fill the Questionnaire. 

The classification survey is not being undertaken 
with tho objective of evaluating your qualifications or 
efficiency. Its objective j.s to ascertain whether 
positions can be classified according to a rational 
scheme in which pay-scales are equit.ably related to dutiGS 
and responsibilities . 

I shall be grateful if you would fill in tho 
Questionnaire rhiring tho course of the next three working 
days ,and return it to your immediate supervisor. The 
Supervisor will please submit, after review, the 
Quest ienn air es of tho employees working unclor them to 
me within four additiooal days. 

The Classification Staff of the Institute will be 
visiting this department regularly and if you have 
any questions, they will be glad to answer them. 


D31UTY S3CR3T;iBY 
D3i AtlTM3l«lT OF P.^MILY iL/*hNTNG 



IHSTRUGTIOKS FOR FILLING. IN THE I'OSlTICf^ 
: • , (3.ASSIFIC;aTI0K .^QTJl.STI0RWiiIRR:: 


F’l eas e r ea d t has e iFiS tru ctl ons. ear e full y 
'b ofore" filling in: tho Qii-iG.tidnnai fe " ^ ■ 


First j prepare :y our answers in- rough draft 'on a L 
separate sheet of paper . WF-on you ■ are- s.atisfied. that 
your answers are complete and accurate, copy theia on 
the form. It will be appreciated if tho replies are 
typpd. If this, is not possibl^^e, please write as legibly 
as you can . ' , " 

2. If yai.'.nG9d additional space," extra' pages nay 

be attached, but s hail cl be identified: by your name and 
Section you wor;-..: in. , . 

3. Kindly fill in the Cues tionnairo within four 

days of its receipt by you and hand it ever to youi- 
Supervis or . ^ 

"4. This form is to be completed,. by you in your own 
words, your Supervisor and Department Hoad will review 
your job description to detc,rmine the ccmoloteness and 
accuracy of the statements ,?,nd to clarify* or givo , 
additional information concerning your duties and res- 
ponsibilities . They v/ill unde r no cii- cu r es tance s change 
the answers as glvemby y(:u~'~'"ln tliG* space provided, 
they may m,al;c wnat ever ' state wen ts they think are 
necessary boforo signing the report. 

5. _In des-ribing your duties end .rcspcnsibilitios , 
try to give a s_^ocif5.c and ccmplote picture of ycur ’work 
with the object of ti-ingxng out the functien.s performed 
by you. What in wanted is tlie content, and method of yorr 
work. Do not ure broad .general tor.-'' ouch as "assist'^ 
"handle”, "prepare'', "supervise'', o;: '’review’' ole. 

In case your a s ignm o nt r art 1 .r cs ' v ou to moot me mber s of 
.1 ..hg ..publ i G ■> p i ev 3 o s u'ee i .f i c a l ':^y' cE t G~'*t ' u s an d f Tie 

number of people on an avera.'iiQ yoirneot livLt. y. 

■1. Make ycir stateireht plain.' , Give a description of 
your work. Bo not give a«. appraisal by the use of such 
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purely rGlative adjectives as "difficult", "iaportant” 
and "GOEiplex” etc. 

7 . Do not collaborate with others . in your office doing 
s imil ar wor k . I leas e us e y our own wor ds , make an 
original' and independent statement. Do not copy exp eras s ions 
fr.om the Manual of Office Irocedure or similar documents. 

a,.. Do not be reluctant to give specific tasks merely 
because you believe that it is coimnon knowledge' that they 
are part of the duties of your position. 

9. The following are some illustrations relating to 
certain kinds of work. Read them even if you do not 
do that kind , of work, they may help to suggest to you 
the points you should cover in doscribing your own 
work ^ . 

(a) If you are a Stenographer, it is not suffi- 
^ ci» 3 nt for you to state "I take dictati.ii 

and transcribe notes". Indicate the kind 
of dictation e.g, correspondence, reports, 
conferences etc. Indicate the subject 
matter e.g. administrative, nodical, engin- 
eoring, legal etc. What is the official 
poslticn of the officer from whom you take 
dictaticn? Do you have occasions to draft 
letters? , How often? In what kinds of cases? 

DO you perform any clerical or secretarial 
work? What are these clerical or secretarial 
tasks? How much of ycur working 'time is 
devotod thereto? Describe them in as much 

■ ■ detail as your Stenographic duties. If your 

positicn requires you to have unusual spaed 

■ ■ ' ' and accuracy as Stenographer, indicate why? 

(b) If you arc' a Section Officer, it is not 
sufficient to say "I sup'^^rvise the work of a 
'Sectiixi". It would be ossential to ‘indicate 

. how ycu supervise e.g, (i) Chock facts for 
^ (2): correct drafts, (3) indicate 

typo of cases- you dispose of without reforonco 
t‘d a level higher than yours, (4) indicate 
' type and subjects of cases in which you 
'■ prepare the original drafts and notes, (5) what 
steps you take to msure there are no delays 
in disposal of work etc* 
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' .The "faGt that you assist in dcinff a "" ' 

^ Impose- of' yrlir work, 

There • 

fLi. ways of, .assisting, in a given 

task. Per instanpn' _ u.. 


wayto ^i ,„ assisting , in a given 
a an" executive, a Stenographer"- 

a, "filling clerk - ’ 


handle correspondence ea'ch in 
his -own -way, , . ■ . ' ;■■■'- ■' , 


file' 


In- the cas e ef an Under Socretarv, it ■wcmT ri 
be ossekti.eJ to lnaicate> the Pr«ks 


uw jLii:-axua b,0.‘ -xna DrOGPSq ^r\ri 

f S2t?i oM on^?^ assistance is. given in the ,. .' 
lornulation of policy. :yhat stops are takph 
®5sure_tnatpolicy is implemented? ?f it 
• o Policy is not being " ' ' 

arl takl specific steps 

ro taken to ensure proper .Implementation, 


The; follpwin 
oor s tat Ginon ts s 


g ..-are ,addi ti otiai 'ekampi es • .of., go'bd and 


■Ponr- St at ement 


ilQQd iStatemen t 


Asslgt in.hanciling 
correspondence. 


Maintain, claim- 
registers ., .' 


■Receive,, o^enj time stamp 

a r cut d. iu.c oinin g mail « 


rrep,are registers of all 
.clai® .showing allocation of 
- hjpen.ditures and total 
<-m cun t _ of . 'exp end i t ur es for 

m'do^ whl.eh claims are 


Process, purchase 
indents 


bv^fhp submitted 

■ oy^ the different Sections to 
.determine whether'- 


A certificate from the 
Stores , Officer that the 

'.available in -stock haS 
been attached. . 


tern i 


(ii) The Indent has been ' 

worked out on the basis ' 
of sottled norms. 

(ill) A certificate of availa~ 
bility of funds to cover 
" the purchases has been 

obtained. 

10. Indicate here the parts of' your job which demand' 
the greatest . care and thought or the 'most skill or 
understanding, i^fhich duties would' be the most difficult 
f or another person taking your place to learn? , Tell us 
what makes these' duties difficult, and give one or tiro 
specific examples, 

.. il. State whether you direct or supervise others . 

Sup ervlsicn implies a degree' of control of subordinates 
and responsibility for the results or .products of 
their work. In case you do not exercise control' over 
htissrs and are not responsible for the results of their 
work, the answer to this cjaestion will.'be:''‘nbt applicable'*, 

12, The answer should he a statement of the principal 
tasks you perform which are of a supervisory or 
administrative nature and which shows your official 
relationship and responsibility with respect to the work 
of the persons you supervise. The following supervisory 
tasks which are often, encountered are given as 
illustraticns : 

(i) eeijHge regular work (or special tasks); 

review work for accuracy or for compliance 
with instructions; 

preserve- order and application to work 
through perscxial pres once; 

instruct others in detail of work according 
to plans and rules laid down, dy; a superior; 

instruct others only in general features and 
purpose" of work; 


(ii) 

(iii) 

( iv) 

(V) 


QQ 


(vi) [ plan methods to he followed by suhordinatos ; 

(vii) 'p- plan .programmes and flow of work, 

( vi 11) review work for compliance with policies ; 

(ix) make decisions on major matters affecting 
■/ the v/ork of subordinates, which -do not 

' generally or ;regalarly re(5uire the review 
or approval of your superior ; c.nd ' ' 

■ v:. ■ (x) obtain information' for purposes of coordination,, 

The tasks given above are only suggestions or illustrations J 
If. s ome of them fit theworko'use them. As -far as possible',..; 
-please try and compose an indepGndbht stat em '- -'ga 

Item 9> '-. 13. In this space explain what guidance, ’ help, 

' ins .truct ions (written or oral) ore. are given Vts^jbi 

. .. .in y oar work, For example, "I follow a" pres cribed 

procedure set forth in the accounting manual’- or '>! am 
. : shown hovrto oporat..G the .equipment and then- work on 

each, job"; as it is .given .to me to do" Or "I am. given a 
projo'ct with instruct! ^ons , as to results ' expected and 
general methods, but details are loft to- me" o.r " I work 
,-;.-acc ordihg, to, the requirements of my'. professional fiel.d 
and am .guided .only W general aJminis i?, atlve policies 
set down by my supervisor". 

• The following are ■addi'taon:al ’ ilKtstrat ions of 
control of the employee'' s work that aro met ..with 
• frequently: 

(a) The immediate superior inspects and roviews 
.the res.ults of each task; • ' ' 

. (b) gives detailed directiens as to methods a.nd 

( o) plahvS , programmes, gives general .instructions, 

;■ ■ . but execution .Is Virtually the resp'on.sibility 

of the subcrdin'ate, with only occasional 
reference t.o a superior for advice and 

-:'i;;::v[::;[::,[:;:l[:;lhstructi-c®s:;|ih-nd-'o-:>. 


(d) . 4cQountability to the imraediate superior is 
■primrily for. results 5 not, for the methorls of 
■achieving them. 


These expressiois are only 
tions. 


suggosticns or illustra- 


. AQ * d4. Indicate inherent and delegated financial powers 

of your position, • ' ^ 


1 ■■ Mention sitiiations whichcall for departure from 

old met hods by adopting new ones. Also mention the 
frequency and thetypes of occasions which, you have to 
report to them. 


FOR IMMED IATE SUPERIOR QN-LY 


Item 12 * 16 , Please examine each form carefully to see that 

all the 11 questions are filled in correctly aM 
I completely. Please write down the number of the items on 

5 r which you are commenting . Do not strike the incorrect 

! entries made by theemployees under yai, ,but point- out 

inthe space provided in the Questionnaire the inacciofacy 
or omission in your subordinate's st-at-gnents , 

i , ■■ ’ , ■ • ■ , ' 

Item 13 . 17 . Very commonly, the immediate superiors describe 

I the qualifications of the present incumbent holding 

the position... That is not wb&t is wanted. Mention 
I the qualifications that the performance of the job 

requires rather than -qualifications of the present 
I incumbent. 


R .Kotnala 
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AMEXURB,,,- B 1 

I* 

List of Class-Series 

proposed for the 


Department - of ■ Family.' 

■piahhing 

Clerical 

Series ■ 



Clerk Grade 

III _ '** ■ 

(ii) 

Clprk Grade 

GV '' _ : 

' (iii) 

Assistant Grade . 

., ■ V- i;". . , 

(iv). 

- Section., .Officer ' ■ 

VII h v ; ) 


2 f Cash, and Accounts Series 

(i) Cash., and Accoiiht-S' -Assistant; Grade V 
(ii) " Cash and Accounts Assistant Grade ,71 
(iii)- Cash and Accounts Officer Grade VIII 

3. Statistical Series '.A-'- ■ 

(i), .Statistical Clerk Grade _IY . 

(ii) Statistical. Assistant Grade V., 

' (iii) Statistical Assistant Grade ... - 

Information and Puhliclt.v Series 

(i) Information Assistant Grade VI 

(il) Information Assistant (Editorial) Grade VI 

(iii) Information Officer (Education) Grade VII 

(iv) Information Officer (Puhlic Relations) 

Grade VIII 

(v) Information Officer (Editorial) Grade VIII 
(vl) Information. Officer (Audio-Visual) Grade VIII 
(vii) Information Officer (Publicity) Grade 



X 


Stores and Purchase ■Series 

« 

(1) ■ Store and Purchase,, Assist ant Grade VI 
(11) Store and Purchase Officer Grade x X 

Photographic Series 

(1) Assistant Photographer 
(11) Photographer - ■ 

Public Health Series 

(1) Public Health Officer • 

(ii) Public Health Officer - 

Translation Series 

(1) Hindi English Translator ■ ■ ^ ■ 

Stenographic Series 

(1) Stenographer 
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GLASS •■»- SERIES • ‘ ,• 

" PROP OSED FOB THE - D EP1T« 

" OF FAMILY PLilUmiG 

Clerical Series 

This series ir^cludes all classes of; positions the 
duties of -which axe to supervise or perform varied 
general and related -work ranging ’ from routina and ' 
repetitive work such as making simple entries in registers, 
despatching of mail, drafting simple letters, maintaining j 
casual leave record, recording movement of .incoming; and 
outgoing_ files, maintaining Yiles ■ of rputino nature, 
typing approved drafts, etc. to difficult work involving 
supervision and coordination of cief ical’ staff 'of a 
section, training, helping and advising the staff and 
motivating them to -^y^^ork cooperatively and conscientiously, 
estimating -off ice Inventory needs, interpreting and 
applying procedures and directives, analysing facts and 
numerical data, checking data incorporated in corresponde-nco, 
recording notes and ensuring collection and assimilation 
of relevant facts in a manner that the quest ioiij which 
they pose are presented in a way which facilitates 
.decision, disposing roii-fc i na' cases and taking interiuediate 
-routine action in all cases sue.h as issuing of reminders, 

acknoyl.edgreme’nts.-et.c, , 

.; “ ' 1 ' " ' ' 




ExcluslcS'ns • 


Exclude^; from the above series .are posit iors involving 
clerical work which have, as a paramount requirement, 
knowledge, of Accountancy, Statistics, Stores and Purchase 
and Stenography. These positions have been placed 
separately under Accountancy, Statistical, Stores and 
Purchase and .Stenographic series. 

Coverage 

In this series .are included the following classes: • 

1, Glass Title; Clark 

^ ■ Grade III 

Pay Scale: . 1^.120-5-190 

Ch aracteristic s o f the Class; 

This is the beginning level, with varied assignments, 
which require performance of duties of a routine nature 
requiring the application of a limited variety of 
specifically applicable postal, filing or administrative 
regulations, the use of a simple sorting and filing 
system, typing skill and knowledge of simple clerical 
and other related work which can be readily learnt on 
the job. Has no supervisory responsibilities. 

Typical Tasks: 

(Tasks frequently found in positions falling within 
this <»lass.) 

Receives, reads and segregates incoming communications 
and distributes thesd according to general subject 


mat t er c ont ent . 


2* Reads and checks outgoing mail for completeness, 

^ ^ and conformity to a : 

substantial number of administrative instructions 
and to any applicable postal regulations, e.g. 

(Proper and complete address, proper signature, 
proper enclosures, date and similar details) , 

3. ' lypes notes, letters and statements, cuts stencils, 

compares typed material. 

4. Diarises the incoming dak and distributes it t--> 
the concerned employees. 

5', Records movement of- incoming' and outgoing files. 

6, Collates information of pending cases and prepares 
•weekly and monthly, statement of cases pending disposal. 

7. Drafts simple letters and maintains files of routine 

nature, ' ■ ■ ■ ' ■ 

8... Maintains casual .leave register Glass II, Glass 
III and Glass IV employees. 

9. Receives monthly 'indents for items of stationery from 
different sections,, scrutinizes the same keeping in 


view the staff strength, items issued in previous 
• month, and the material available in stock, and seeks 
orders of his superior in respect to quantity to be 
issued, 

10. Does other related work which may be assigned to 
, -him by his superior. 

(The above are only illustrations of the tasks generally 
performed in positions under this class. Mere existence 
of any one or a combination of these tasks would not by 
itself warrant placing a position in this class.) 


Matriculate or Higher 
Secondary level, . 

Sp_eGial .knowledge Ability to road rapidly, 

to write clearly and logically 
in English, to make arith- 
metical calculations, to 
type 30 words a minute, and 
to learn office routines. 


Quallf icat ion requirements; 
Education- General; 


p 


Glass Title: 


Pay 'Scale; 


,, Clerk ; 
Grade ly 

170-8-282 




:^laa^cter 1 Stic s of the m .c o c. 

trodar general supervision, perforais^ clerical duties 

requiringf (i) r,-p ' " > ■ ■ ^ '• 7 

-xo.cse of sote judgement and Initiatlvo 

in the application of limited v>r1->+,, „e 

. ' , 1 yari.uty or pertin.entv,' ■ 

r 2§ulat ions , pr oc P'diir p u; a n s -i ki + !. ■ 

, j ' instruct ions j ; <2) basic i t: : 

knov/ledga of* the creanisstfnn 4 - * 

' ■ ■ • - ■ ■: ■: 7 xunct ions ang n oy, of , ■ i 

work of the ;5ivislon served, and (3) kaowlodgs of the ■ 
"Sthods and procedures of the organisation served. 

toical_^sksi_ ' ■' ''■ ■" 

(Tasks 'frequentlv fnn'ni in rooo -x- 

y in positions falling within 

'tniSidclass, ■) ■ 7 a' ■ . ■ :e it - 7 

Iv Receives ndw^ proposals fc- r-ori- • 

, , . ^ P, buia icu. urants-in-Ai::i from Local 

. Bodles/voluntary Bodies,- chocks to determine that 

they are reoonrtendod by the state Family Piannln, 
Officer and ate In oonflrmlty uith the terms, co^dl- 
xons and policy laid ao,m for release of Grante-lr it 
in respect of cases of continuing drants-ln-ats 
fnoelves and checks utilisation oertifjoate ’ 

• ea oy statement of Accounts, Audltea statement of 
Acoounts, Progress Heport and Staff schedule, .ith a 


■:7l7r:7:;; 7;’ ■■■■■" 
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I ^ view to determine that the amount has been utilised for 

I the purpose . sanct ioned and that proper accounting procedures 

1 ' " 

! have been followed, initiates proposals for releasing 

further Grants-in-Aid for the following year, forwards the 

Utilisation Certificate duly verified by the Accounts 

Officer to the Accountant General after recording in the 

Utilisation Register maintainer] State-wise and Year-wise, 
i Maintains list of outstanding Utilisation Certificates and 

deletes names of grantees from list when Utilisation 

the 

Certificate is furnished to/ Accountant General, submits 
I monthly statement of Outstanding Utilisation Certificates 

rf, ■ 

I to the Section Officer, 

2, Receives miscellaneous correspondence e.g. letters 
from Indian Council of Medical Research, State 
Governments, Individuals, Accountant Generals , etc. , 
places them on the appropriate file, analyses them 
with a view, to determine points at issue; keeps a 
i .record, of pending cases., sends periodic reminders, 

examines Monthly Prbgress Reports relating, to 
fulfillment of targets set for each state and submits 
the same for orders, to the Section Officer, 

j 3, *00118163 foreign exchange requirements from various 

* . ' sections for incorporation in Budget Estimates. - 

Collates information required for preparation of 

A A’ A/i Ai:i/;Gihii::&iy it/: 


Maintains month^ise Register of Bills .sent by the 
Depart'ient of Farniiv PT-,nm*no. 

^ -‘iJ-J-y Pidnning to Treasury and visits 

. ^Accountant General ^s off ice;^ f igures 

in his register with those in Accountant General 's 
'ffice records.;, Subaits drafts conveying Budget 

appropriatlons/ra-approprlation of funds. 

Receives circulars, takes action required thereon/ 
3Uh,lts fo.. information to Off leers In the appropriate 
, file, .maintains Guard files, keeps up-to-date Eeglsters, 
lists, shoving na.mes aM complete addresses of Educatlo, 
Leaders, officials of .States and other /agencies, 

Ptepar„. and. submits Periodical Returns and Statements 

such as Hindi Reports, Meekly and Monthly Arrears 

..Reports, etc. ■ . ' ■ ' 

Receives applications for orcn*- 

. • ; 10 ^ grano of scholarships to 

-..tedical students, checks that the applicant is not 

already in receipt of any scholarship .and that the 
■application is complete In all i aspects,. Tabulates 

P3P t IcUlcdX’ S of SDdI 1p'AnTc« r\ xnx. 

appiicanis,. Drafts letters addressed 

to applicant s/spnnsors relatin? to sti-n-n-i 
^ ^ to btipynds. Prepares 

and maintains Card ' Prof oriih Yea'^-TAji In dn ■ u.* 

^ xt.ax-wise in respect of 

students, awarded stiuendo '■ 'c>.'.e. " ' ’ ' ' ■ 

^ ■“ ^^^pares and subaits to 


Section Officer a proforma containing particulars of 
the stipendiary, for signatures and transmission to 
Gash Branch for preparing a consolidated contingent 
bills in respect of stipendiaries, and performs other 
miscellaneous work such as issue of bank clr.afts, 
recovery of excess paid. 

Collates replies to Audit objections, drafts replies 
to Accountant Generals regarding six-monthly outstanding 
Audit Reports of sub-officos, collates information 
from all sections relating to Estimates Committee 
Report. 

Receives proposals for hiring of office accommodation 
and purchases by sub-offices, checks that they are 
within the scales prescribed and are in conformity with 
the terms, conditions, procedures and policy laid down 
and submits the same to Section Officer for orders. 

Assists the Committee Officer at Conf erehce/Meet ings in: 
(i) Issue of invitation; ' ‘ ' 

(ii) Seating arrangements; 

(ill) Supply of stationery; 

' (Iv) Preparation and check of TA/DA bills of 



(v) Check of bills to detect discrepancies and 
rectification on the spot; 

(vi) ' Making transport arrangement; and 

(vii) Receipt and check of bills for parties and 
hire of t ax ies before forwarding them to 
Cash Branch for payment. 


10. Submits cases of extension of Visas to Foreign Exports, 
after linking with instructions, precedents, etc., on 
the subject. 


11. Visits other Ministries/Offices for obtaining urgent 
inf ormation, . types urgent -Lett ers, compares fair 
Letters, takes shorthand dictation from Section Officer 
in urgent cases, drafts replies to Parliament ' Questions; 
and performs such related work that may be assigned to 
him by his superior in the performance of his duties. 


• ■ (The above are only illustrations of the tasks generally 

performed in positions under this class. Mere existence 

of any one or a combination of these tasks would not by 

itseLf warrant placing a position in this class.) 

Qualification requirements : 

Education Higher Secondary or Matriculation. 

General ' ' ' * 

Special knowledge ^ Ability to rype 40 words a minute 
and abilities eight years experience as a 

and other.. Clerk G’^ade III, • Capacity to 

factors , •correlate a" variety -of information 

pertaining to a State programme and 
to draw conclusions about its 
adequacy, to write clearly in English 
and Hindi and to obtain cooperation 
from others in the performance of 
his. .dut.ies. 



y T - •• ■ ' 
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3. Glass, py sor ipt io.ns /assistant 

Grade V , 

Pay Scale; 250-12-418. 

Gharaoterlsclos of the Glass; 

Under general supervision, performs clerical 
duties requiring; (1) exercise of initiative and 
judgement in the application of a variety of pertinent 
regulations, procedures and instructions (ii) knowledge 
of the programmes and objectives of the Department and 
(iii) knowledge of tte organisation, functions, flow of 
work, metho.ds and procedures of the organisation served. 

(Tasks frequently found in positions falling within 
this class, ) 

1. Scrutinises proposals for grants-in-aid from state 
Governments, Local Bodies, Voluntary organisations 
etc., to determine whether the proposals are consistent 
with the Department's programme, have been recommended 
by the competent authority, are properly documented 
and the eligibility of the applicant, drafts letters 
related to the grant-in-aid. 

2. Scrutinises T.E. Form 42 to verify the accuracy of 
figures relating to grants and authenticity of 
signatures of the grantee.. Obtains counter- signatures 



of the Accounts Officer on the T.E. Form 42. 
drafts forvarding letters and maintains record 
of return of T,E. Form 42*' 

3, Obtains, checks, and drafts letters for^’arding 
utilisation bertificatos to the respective 
Accountant-GonGro.l : concerned. 


4. Prepares drafts of advertisement for publication in 
the newspapers relating to award of scholarships to 
medical' students studying in medical colleges in 
India - drafts replies to quarries from students 
relating to the award of scholarships checks 
applications received for award of ' scholarships to 
determine the eligibility and suitatSLlty of the 
Applicants - prepares bills for payments of stipends 
to students who have been -awarded scholarships- ■- 
prepares and maintains Hegister of Stipends, indica- 
ting names of students, payments remitted, -date of 
availability of the - student s for Family Planning 
Programfies etc. etc.' , ■ • 


5, Scrutinises audit objections in respect of grants 
• ■ •Sanctioned/Fellowships awarded to determine the 



course of further action 


audit objections 


Collates data about the requirements of Doctors 
by each State/Union Territory for Family Planning 


Programmes 


7. Scrutinises offers for aid for fatally planning 
programmes In India from foreign countries/agencies 
viz., offer for supply of locps/inserters/contracep- 
fives, offers for technical know-how, award of 
scholarships to medical students for studies abroad, 
supply of equipments for family planning progratnmes 
etc, - drafts letters to the Ministry of Finance 
seeking exemption from payments of custom duties - 
drafts letters seeking clearance from Director General 
of' Technical Department/Ministry of Finance and 
Ministry of External Affairs in respect of import of 
such stores' etc. ' 

8. Scrutinises pro.psals regarding deputation of officers 
abroad to attend inter-national conferences - drafts 
notes for obtaining approval of the Cabinet for such 

proposals. 

9. Drafts letters for arranging accommodation for foreign 
visitors invited to participate in the Family Planning 

^^..Erogrammes in India - draws up itinerary for their 
.visits, to the various Family Planning Centres. 

10. Sc'ihit inises proposals relating to staff/budget 

or foreign exchange requirements of Hindustan Latex 
Ltd., (A Government of.. India Undertaking) « records 
notes suggesting llne'of action consistent with the 
existing rules a.hd^■Tegulatibns/requirements etc. 



11. Scrutinises proposals/problems relating to 

administrative or establishment matters, of the 
Department of Family Planning such as creation ,of^ 
posts, age relaxation, fixation of pay, crossing 
of Efficiency Bar, promotion through Departmental 
Promotion Comrjlttae 5 recruitment through UFSC, . 
issue of permanency declarations, arranging 
orie.ntation courses, for freshers, ccnf irmat ions, 
transfer s, resignations, leave, admissibility of 
pension, family pension, gratuity etc. , to determine 
whether proposals are consistent with the existing 
rules, regulations, and..-policy, records notes pin- 
pointing the point at issue and suggesting line of 
action for review by his supervisor. 


12, Scrutinises proposals for initiating disciplinary 
proceedings against the employees of the Department 
to determine the gravity of the charge, extent of 
his involvement and the justification of the penalty, 
recommended to bo Imposed, checks from rules whether 
consultation with the U.P.S.C. is necessary etc., 


records notes- relating to the disciplinary proposals. 
13, Assesses department ’ s requirements for stationery 
,;V articles, standard forms, wall calenders, utility 
liaries, etc. prepares- draft annual indent on . 
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the Controller of Printing and Stationery/Ministry 
of Inf ormat Icn and Broadcasting. 

Itt- aft 5 letters for inviting quotations for the 
local purchase of urgently needed stationery 
■■attlcles - drafts supply orders for the purchase 
of such articles on the' ha's is of the accepted' 
tender - scrutinises hills- received in this 
respect to determine correctness and for arranging 
payments thereof. 

Checks telephone 'hills tC- det ermine correctness - 
arranges payments thereof if correct, otherwise 
drafts ccrrespondances seeking clar if ic at ion/ amendment. 

Checks hills relating to the Travelling Allowances 

■ ■ ■ 

and Daily Allowances of the officers/ staff of the 

Department to determine admissihility oj the, claim, 
arranges payments thereof. , 

-On the basis' of' demands fr'om various field agencies 
makes assessment- of requirements o'f etar-ld-i Nation 
appliances - Drafts supply orders/indents for the 
purchase of the store - Drafts correspondence 
relating to their purchase. 
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18. Collates statistics of sterlization operations., 

perfornied by Central Family Planning Corps and 
relates results, to targets. . ' 

19. Pr^fts letters relating- tCK the all ocati|n* o? Peace^'.Gorps 

Volunteers to different- states,. , 

20. Ma;iia.tain 43 data regarding requirements of vehicles 
‘■iiy State Governments, and Union Territories for 
Family Planning work, 

21. Composes letters to DGS&D relating to procurement 
and distribution of Motor Vehicles to various 
State Government s/Unl<rn Territories. 

22. . Records notes and composes drafts regarding the need 

for setting up of Central/Stat e Health Transport 
Organisation for repair and maintenance of Motor 
Vehicles for Family Planning Programme. 

23^ On the %asis of the data regarding the requirements 
of vehicles, drafts plans for the allocation of 
Willy's ;]eeps to State Government sA^nion Territories/ 
Local Bodies/Voluntary Organisations. 
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24-, Drafts ccrresponlence relating to; 

(a) accept ance of vehicles offerei-by USAID 

as aid , ■ ^ 

(b) physical inspection of -vehicles, 

(cy transfer of ovnership of the vehicles, 

(d) allocation and physical handing over of 

■ the vehicles to the State Governments etc. 

(e) purchase and charging of batteries etc, 

25. Coordinates information pertaining to the allocation 
of vehicles offered by UNICEF to the various states. 

26. Composes ■ draft letters relating to rate contracts 

by the Director General Supplies & Disposal for motor 
vehicles. 

27. Scrutinises designs/drawings and specifications of 
motor vehicles and bodies thereof to determine their 
utility for the Family Planning- Programme. Composes 
correspondence for rate enquiries from automobile 
dealers and body -builders - prepares comparative 
statements thereof. 

28. Composes draft indents on D.G.S.&D. for arranging 
supply of motor vehicles. 

29. Collates demands for loops and lUGD ia^srtars ■ from 
State Family Planning Officer s' and • drafts indent for 
the supply of the same on. the.IUCD Factory, Kanpur 



scrutinises bills for the supply and testing charges 
of looph' and inserters to (determine correctness and 


payment s 


30, Collates information fr'dm the iiionthly reports, 
about the number of loops supplied and actual 
insertions performed by various field agencies to 
■ determine progress made as against targets fixed. 


31. ■■ Compiles data relating to distortion of loops and. 
inserters for obtaining expert medical opinion on 
-the causes of failure and desiratffl-ity for change 
in tec-hniques/specif icat ion. 


32.- Scrutinises monthly statements of the stock position 
of the- I.U.G.D. factory .Kanpur to, ensure the regular 


supply of the I.U.G.D 


33* Keeps record of: 

(a) test reports -on loops' and inserters 

(b) daily production despatches from I.U-.C.D. 
factory Kanpur, 

34. Drafts letters for obtaining requirements of Audio- 
Visual equipment '.pf. the State Governments, Central 
Family Field Units, Family Planning Training Centres, 
prepares consolidated statement. of requirement s ;^f or . 
>,.-‘;''thls item, to initiate purchase .action,' 
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Composes letters for D.G.S.<SD. for entering into 
rate contracts, for the supply of Audio-Vis aal - 

■iff’ 

equipments. ■ 

36. Drafts tender enquiries for the supply of Audio- 
Visual equipments; photographic,_^materials 5 I. 4 ,,U.C.D 
kits, fluorescent microscopes, loop kits, plastic 
jars, drugs, instruments, etc., - scrutinises quota- 
tions to determine loTAjGst acceptable tender - drafts 
supply orders on the firms selected for the supjJly, 
drafts letters relating to the supplies affected. 

37. Prepares budget estimates on the basis of requirements 
of funds for the implementation of various programraest 
prepares statements of savings and surrenders on' 

the basis of actual expenditure, 

38. Prepares draft indents on D.G.S.M), for the purchase 
of radio sets for publicity of Family Planning 
Programmes by various ■field agencies, calculating 
machines -required fbr the statistical Unit of the 
Department, drafts letters relating to the supply 

; of these stores. 

39. Maintains sanction Register, Supply Order Register, 
Stock Register of Audlo-Yisual equipments. 
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40. . , Maintains: list of .firms l3lack-listed by D.a.S.&D./ 

other Ministries of the Government 

41. : Prepafes. forwarding letters comrnuniGating the 

■ pattern of Gentrar Assistance to State Governments/ j 
. • Local •Boaias/Voluntary Organisations for implementing 
various programffle,.s of Family Planning. 

42. Drafts letters communicating to the State Governments/ 
Local Bodies/Voluntary Organizations etc., the 
pattern of Central Assistance for various approved 

' schemes. ■ ■ ^ 

43. Drafts letters communicating the policy on pricing, 
distribution and supply of contraceptives to the 

State Governments/Local Bodies/Voluntary Organ isations* : 

44... Scrutinises ?amxly'-''Planning Programmes undertaken 

by the state Governments, Fubl?c sector undertakings, 
to determine whether the proposals fall within the 
set pattern, and the quantum of Central assistance .i 

admissible, drafts letters relating to the sanction 
of grants- in-aid. 

45, On the basis of legal and expert advice, drafts . ^ 

replies to letters quest lonning the legality and 
morality of the family planning programmes. : 
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46., Draft letters for collecting data on age of ' 

, marriage in other countriesj prepares summeries ' 
of the views on the age of marriage expressed by 
various individuals through correspondance -and. press, 

47. Collates opinions from the State Cover nments/Union 
Territories, professionals, and technical experts 
on the proposed bills for: 

■(a) raising of the minimum age of marriage, 

(b) sterilisation of' the unfit, and 

(c) liberalisation of abortions, 

Prepares briefs, drafts correspondances for. 
obtaining approval of the Parliamentary and 
Legal Affairs Committee of the Cabinet for 

■ introduction of bills in Parliament.’ 

48. Prepares draff material for inclusion in the President's 
speech on the Budget . proposals of the -Government. 

49. Arranges Press-cuttings subject-wise and submits^ 
thesb to the competent authority to determine further 
action. 

50., M^es travel arrangements for officials and non- 

officials connected with the ■ Family Planning Programme. 


Maintains Assistant diary indicating the number of 
communications received and disposed off per- day. 

In the light of precedentsj records background notes 
oh communications containing. , ^ ^ 

(a) Research proposals on medical and demographic 
aspects' of family planning and proposals 
relating to Introduction of pills and modi- 
fication in 'Lipps Loop' and introducing 
'Danis h' Loop ' etc. from individuals/Indian 
Council of Medical Research/Central Family 
Planning Institute, etc. 

(b) Complaints from States/Union Territories in 
connection with lUCD insertions and manu- 
facturing- defects of Loops and Inserters. 

Estimates requirements of preventive and surgical 
equipment on the' basis of information collected 
from various family planning agencies,' prepares and 
places indents on Director, General Supplies^ and 
Disposal/ Approved dealers for procurement,. 

Maintains Register indicating stock and supply 


'fs.t, Es-tlraates requireaents of films for family planning 
agancies, obtains departmental approval of estimates 
and plabes supply orders on producers. Corresponds 
with producers on rate of films and’with State Trading 
Corporation for release' of raw films to producers, 
maintains stock register of films, scrutinises bills 
received from producers and arranges payments thereof, 

56, Visits the Foreign Post Office and Customs House to 
clear consignments, and arranges despatch to the 

‘ respective consignees. 

57, Reviews periodic reports received from state , agencies 

relating to progress of programme implementation, 
relates achievements to targets, and proposes further 
line of action 'for better performance. . 

58, Receives proposals regarding setting up of training 
centres in the states for teaching family planning 
techniques, assesses requirements of trained, 
medical and para-'medical personnel required for 
various family planning agencies, 

59,... Cifculates and mainta,ins ipurnals, and newspapers, - 
containing articlcB relevant to the family planning 
programmes., .. ; 
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60. On request, supplies literature on techniques of 
birth control to ; Individuals calling on the 
Department and family planning agencies, refers- 
requests for large supplies from family planning 
agencies to Director Audio Visual Publicity/Central 
Family Planning Institute for ' direct supply to them. 

61. Drafts points for agenda and memorandum on the 
subjects dealt with by him for the Cabinet Committee 
meetings and other meetings on Family Planning called 
by the Health Minister and other s eni or ^ officers of 
the Department, follows up implementation of decisions, 
arrived at such meetings.. 

62. In connection with the organisation of Family Planning 
Fortnights and Childrens day in various, states, receive: 
suggestions from various agencies and refers points 
requiring decision to committees and officers dealing 
with the subjects along with background notes. 


63, Eeviews reports regarding publicity compaigns and 

seminars conducted by State Family, Planning agencies, 




64, 'Drafts requests to' prominent people for messages'' 
on family planning to be bro.adcast and published, 
drafts letters to All-India Radio/Fress Information 
Bureau for arranging broadcasts/display of such 




messages. 




65. Maintains files relating to organisation of All- 
India Posters, Cartoons and Photographs Soapetitions, 

, Obtains departmental approval of themes, panel of 
judges' and publicity relating to these competitions. 

66. Drafts letters forwarding: 

(i) publicity material relating to Family 
Planning to Indian Missions abroad, and 
■ (ii) manuscripts to Director, Audio-Visual 
Publicity for printing and publicity. 

67. Examines proposals for staffing Family Planning 
Media Units of All- India Radio, Press Information 
Bureau and drafts letters conveying departmental 
viewpoint in the matter. 

68. Maintains mailing lists for department's publications. 

69. Performs other related work that may be assigned "to him. 
(The above are only illustrations of the tasks generally 

performed in positions under this class. Mere existence of 

any one or a combination of these tasks would 'not by itself 

warrant placing a position in this class.) 

Qualification requirements; ' ■ ' 

Education General, Higher Secondary or equivalent 

■ for promotion quota or university 
degree for. direct recruitment. 

Length and kind of About 8 years’ experience as • ^ 

experience Clerk Crade 'IT.- ’ ‘ 

Special knewledge Knowledge of secretariat work and 

q.rid abilities '■ procedure,*. 


4 
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Class Pescription; • Parliament. -Assistant 

Grad^^ V ■■ / 

Pay Scale; ' . 250-12-418 

Characteristics of the Class; 

Under general supervision carries. out clerical 
assignments involving more complex I’outines, greater 
responsihility, arid' more contact most senior 
officials. The ..duties,, warrent constant alertness arid 

speed in the disposal, of v/ork, . - 

■ 

Typical Tasks; 

(Tasks frequently found in positions falling v/ithin. 
this class.) 


1. , Receives advance notices of admitted questions from 
t he'-lpk . Sabha Secretariat, sorts out questions 
pertaining to the Depart me .‘.t of Family Planning, 
'makes entry of these' questions in the respective 
, registers, sends coJSies of the questions to the 
concerned sections for initiating preliminary action. 


2, Receives lists of admitted questions from -the Lok 

■ ■. ',. ' '■ ... . : ■ ■ ■ . 

■ ■Sabha/p:ajya.,;5abha Secretariat} sorts out questions 
pertaining to the Department of Family Planning, 
sends copies of ; these ’qiiest ions to trie concerned 


Sections/Officers after mak-ing . entr ies'4-n the ; 
respective.'r-egisters, . 


...y* 


3 
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Maintains personal contacts with all the officers to: 

(a) ensure that the files containing draft 
replies to the questions reach the 
Minister/Deputy Minister at .least 72 
hours before the questions are due for 
reply; ■ ■ 


(b) - arranges the delivery of the files to 
the respective sections. 


Checks 

fair copies of the replies to ensure 

that:- 

(a) 

the form of replies is in accordance 
the prescribed procedure, 

with 

(b) 

the number of the admitted questions 
the names of the members asking the- 
have been correctly quoted, 

and 

questions 

(c) 

there are no spelling mistakes, 


Cd) 

Hindi version has been prepared for 
asked in Hindi. 

questions 

(a) 

requisite number of fair copies of the reply 
have been furnished tO; the Lok Sabha/Ra^ya 
Sabha Secretariat. 


5, Places requisite number of copies of thb fair reply 
in pads for the use of the Minister/Deputy Minister/ 
Secretary. 

6, Arranges for Lok Sabha/Bajya Sabha official gallary/ 
general passes for officers and concerned staff. 
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7 . Prepares duty register of officers for ensoi’ing 
■ttielr presence in the ' official gallary of the 
Lok. Sabha/Rajya Sabha whenever their attendanGe 
is considered necessary, 

8. Maintains contact on telephone or personally with the 
various branches of. the Lok Sabha/Rajya Sabha Sactt. 
to keep himself pe-sted with the latest development 

. about the business4)f Parliament in general and 
pertaining to the Department of r'amily Planning in 
part icular. 

9 . Remains present in the official galx:.ry of the 
Lok Sabha/Rajya Sabha during question hours and 
■other business hours to- attend to', any work/querry 
which may be assigned/askod for. 

10. Receives and scrut inises circulars, ' lis" of business, 
amendments tc admitted qrestionn etc. from the X,ok 
Sabha/'Raqya -Sabh-a Sectt ./Department of Parliamenta:! y 
Affairs, sends copies thereof t' tne officers/'sectio'" 
concerned for appropriate act jon/fr.iure guidance. 

11# Drafts replies to various miscellaneous cc-rmunications 
received from the Department of Parliacantary affai::..., 


12. Any other related work which may be assigned. 

(The above are only illustrations of the tasks general 1 

performed in positions under this class. Mere existence 
of anjr'one or a combination of these tasks would not by 
itself warrant placing a position in inis class.) 

Qualification requirements; 

Educat ion- General Higher Secondary or equivalent 

, . Kind of experience At least five years experience 

as an Assistant . Grade 7 

Special knowledge and Should be well conversant with 
abilities. Parliamentary procedures and 

practices. 

S. . Class Title; Cpfifere-nce Assistant 

• Grade V 

■ Pay Scale 250-12-418 • 

Characteristics, of the Glass; 

Under general .supervision, arranges meetings, 

conferences and seminar sj consults with others on content 

of programmes and then drafts agenda; drafts memoranda 

which lead to approval of the holding of such meetings; 

drafts letters of invitation; assigns-participants.. to. 

seatsf arranges for press coverage, photographs, and press 

releases; arranges for recording of notes of meeting, edits 

such notes and prepares summaries; provides facilities 

for participants, ..such as. telephones, hostel rooms, travel 

arrangements; and follows up on meetings by correspondence, 
circulation of minutes and, resolutions. 
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Typical Tasks; ■ • - ; ■ 

(Tasks frequently found in positions fall irig within 
this Glass,) . ' ■ : 

1, Prepares agenda and memorandura for meetings 
sponsored by the Department, Jb’.ranges. for printing 

, and. cirnulat ion. of agenda notes, invitation cards, 

. speeches, etc. Corresponds with (1) police authorities* 
for making security and traffic arrangements for 
t.I.P.s attending meetings; (ii) Department of 
Parliamentary Affairs for making arrangements for 
stenographers and reportgr^f i(iIll)Fress information 
Bureau for press and photo coverages; (iv) Telephone 
Department for setting up temporary telephone connections 

2, Supervises and is responsible .for (a)..'making ■ ■■■-- ' - 

arrangements for meetings., conferences and seminars 
sponsored by the Department, including issue of ' 

invitation and, meeting arrang.ements, putting up 
Directional- Boards, etc; .(b) preparing 'T , A. ■ ' '' 

D«A. ; bills of non-official members and for making 
■arrangements for their accommodation; etc. 
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3. Records notes of the proceedings/and drafts minutes 
of meetings, conferences and seminars sponsored by 


the Department. Prepares summaries of decisions. 

4. Makes arrangements for Receptions, Cultural 
Programmes, etc. sponsored by the Department, 

5. ' Supplies reports to Establishment section relating 

to conduct, of Meetings for preparation of weekly 
^ report for Cabinet Committee on Family Planning. 

6. Collates material to be used for speeches and 
statements of Ministers, etc, 

7. Conducts correspondence relating to conferences. 
Notifies constitution of committees in official 
gazette and circulates resolutions passed by 
committees, etc, 

8. Performs such related work that may be assigned 
to him by his superiors in the performance of his 
duties, 

(The above are only illustrations of the tasks 
generally performed in positions under this class. Mere 
existence 'Of any one or a. combination of these tasks would 
not -by itself warrant placing a position in this class,) 




Io n reaulrement«=; ; 


Education General: Graduate from University. 


■Length & kind of 
experience: 


ihree years experience in 
office work. 


6 . 


Special knowledge, 
ability & other 
fact ors: 


Class Description: 


to sort out key points 
from_a mass of recorded data, " i 
ability to write clearly and to 
siimmariese accurately, ability 
to translate programme objectives 
into conferences agenda, ability 
t o get along well wit h others. j 

Section Officer 

Grade VII I 


Pay Scale: ^ : y 540-23-862 


Siiai^ci^ ^ties of' the - Clefts • 

Under general supervision, organizes and coordinates 
the functions of a section in a Department or a Ministry. 
Supervises and coordinates activities of- clerical staff of 
a Section. Allocates work in a manner which promotes 
coordinated action and completion of individual tasks 
according. to established priorities and in accordance with 
the existing rules and procedures and departmental direct- 
ives,, reviews work performed, ensures that the relevant 
tacts are collected and^ assimilated and the questions 
which they pose are presented in a way which facilitates 
decisions by himself, his s.uperiors* 
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Is. responsible for taking intermediate routine 
action on all cases e.g-, issuing reminders, acknoiledge- 

menfsv Finally .disposes off routine c^ses e.g. those in 

which factual information of a non-confident ial nature 
is to be obtained from or furnished to a Ministry, 
Estimates office inventory needs.' Trains, helps and' 
advises his staff. 

Is called upon to interpret and apply ‘procedures 
and . direct ives, to analyse facts and numerical data.. 

Checks data incorporated in correspondence, statistical 
tabulation for accuracy. Motivates his subcrdinates 
to work cooper at ively , and conscientiously in activities 
which are routine and repetitive and^ trains new eraploycos, 
when required, , / , 


Typical Tasks; 

(Tasks frequently found in positions falling within 
this class. ) 


Reads all the correspondanoe relating to su'bjcctr 
assigned to the .Sect ion, and shows 'important receipt 
to his supervisor immediately. 

Assigns work amongst his subordinates. Deals 
with difficult and- important cases personally. 


-136 » 


Is respohsilDle :to see that all the' relevant facts ' 
pertaining to individual cases' are- collected from 
various sources and are assimilated and the' questions 
which they pose are presented in 'a way 'which facili- 
tates de'cisldhs''. Adds his own remarks or suggestions 
which conduce to decisions. ' 


Scrutinises proposals/cases received from his 
subordinates,, relat ing to the .follovjing subjects 

in order to check facts for accuracy and to incor-' 

* 

porate relevant additional inf ormat ion. pertaining 
to precedents, •policy which may have- been omitted;- 


(a) General administration and house keeping 

establishment; 

(b) Supply and service problems concerning the' ■ 
employees of the Department of Family 
Planning;: 

(c) . Financial assistance to State Governments/ 

Local Bodie's/V'oluntary Organisations engaged 
on various approved programmes of Family 
Planning, 

(d) Award of research ccholarships to medical 

students; . : -- • 

(e) : Production, , procurement and distribution of 

contraceptives, drugs and equipment; 

(f) Committees and Conferences including Interna- 
tional Conferences on Family Planning; 

C't) . Aid for Family Planning.. Programme in India. 

. .from, foreign: agencies; t 

C h) Deputation .of officers- abroad for participation 
in International Conferences on Family Planning. 

(i) Hindustan Latex , Ltd. , lUGD Factory, Kanpur; 



(j) Budget estimates, proposals for surrender of 
• ■savings, appropriation and r-e-appropriatlons , 
supplementary grants, etc; 

Scrutinises closely draft replies to Parliamentary 
questions to ensure proper and accurate presentation 
of facts, incorporates relevant facts, figures, 
precedents or policy decisions which have been . . 
omitted' "from the draft reply* .Drafts replies to 
complicated questions, v " ' 

On receipt of files from his supervisor, issues 
approved drafts' and marks f iles to the dealing ’ , 
Assistant; discusses cases with his supervisor, 
where asked to dp so,. 

Drafts agenda/memorarida for meet ings/confeT'ences, 
convened by the Department^ attands such meetings/ 
conferences when asked to do so^ - drafts minutes, 
obtains approval of minutes recorded by him and 
sends copies- of Approved minutes to the participants 
and takes follow up action. 

Assists his supervisor in preparing budget estimates 
and justifications thereof* ■ • 
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9. Checks section diary/movement register, record 
register etc. to ensure proper maintenance, , 

10. .Helps and guides the staff in the disposal of 

their work by indicating line of . action, ' indicat es 
relevant rules and regulations. . 

11. Performs house keeping functions such as estimating 
Sections/Departments ’ inventory needs, purchase and 
supply of stationery, furniture, typewriters, bulbs, 
coolers, heaters. , 

12, Maintains uptodatereferance books, office orders, 
sectional note book, standing guard files. 

13, Ensures strict compliance ‘with instructions 
regarding treatment and sa’^eguarding classified documen 
viz. Top Secret, Secret and Confidential Papers. 

14, Checks attendance register to ensure punctuality. 

1-5, Maintains discipline in the Section. 

16. . Is responsible for timely disposal of work in the 
Section, and for preparation and submission. of 
:;per :idd ic al if ' at#;hs> ; 'id:dd:i:dhi 
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17. Is competent-to 

(a) sanction casual leave to his staff; 

(b) sanction contingent expenditure upto 

■ • ; .Rs.5/- in each case; 

■ ■ take action of the following type independently; 

(i) Intermediate routine action on all 
cases viz. Issuing remindersV " ' 

acknowledgements etc. 

(ii) Final disposal of routine cases i.e, 
those in which factual information of 
a non-confident ial nature is to he 
maintained from or is to' be furnished 
to Ministry. 


18. Is responsible for keeping the Section' neat and tidy, 

19. Performs other related work which may be assigned by 
his supervisor. 

(The above are only illustrations of the tasks generally 
performed in positions under this class. Mere existence of 
any one or a combination of these tasks would not by itself 
warrant placing a position in this class.) . . 

Q ualification requirements- ; . 

Education-General! Higher Secondary or equivalent 

■ ^ promotion quota or university 

degree for direct recruitment. 

Length and kind of Five years' experience as 
experience ' Assistant ■ . 

Special 'knowledge .■ • Knowledge pf rules, and r.egula- 

tlons and Secretariat procedures, 

■ ■ ' ' ability to communicate effecti- 

vely, orally and in writing with 
■ ' . . superiors and subordinates. 
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II. STMOGRAlHin .qp.RTra.g 

This series Includes all positions the duties 
Of whioh are primarily to perform stenographic work 
which nay or my not be in addition to clerical duties 

Of routine nature. 


BXGLUSirw 

Excluded Iroin the above series are positions of 

typists who are not required to perform any stanographlc 
work. Such posts are covered In the clerical series. 


COVERAGE 


.Ih this Series are cov 


Glass lit! 


'Cale 


ored the ■followin.g positions' 


_ 3 1 en og rap her 
Grade ITT d 
Rs. 120-5-190 


Characte ristioR of the mar.g 

■Positions In this level Incluoa the performance 
Of Stenographic duties involving terminology of average 
.difficulty and dictation at a relatively low rate of 
Speed. This is an ent^n«e_leyel which the incum- 

hent.ls expected to deva'cp knowledge of the terminology 
d In the depar-toent arid its procedures and practices. 
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positions at this level may also include the perfornance 
of clerical duties of a routine nature, 

Tynlcal Tasks ' ' 

(Tasks frequently found In positions , falling 

within this class) 

1. Taking Shorthand notes . from dictation and 
transcribing them; 

2. Typing letters, reports, pay rolls etc. aftd cutt- 
ing stencils; 

3. Maintaining' files and records. 

(The above are only illustrations of the tasks generally 
performed in positions under this class. Mere existence 
of any cne or a combination of thes e ■ tas ks would not by' 
itself warrant placing a position in this class). 

Minimum qualifications ; 

Education General 

Skill 


Matriculation or Higher 
Secondary. 

Ability to take dictation at a 
Speed of 80 words per minute 
from a clear manuscript or from 
a printed or typewritten matter; 
good command of English and 
spelling; clerical aptitude. 
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III. TRM 51 ATI ON SERIES ■ A , 

This series includes positions the duties of 
wtoch are to translate from English into Hindi 'and vice 
versa letters, official commnicationn, parliamentary 
Questions and other documents. 


SERIES GOVBRAGS 

In tMs series are included the following classes 

s_Ti:^e Iiindi -English Translator 

Grade Y 
Rs . 250—420 

C Mgacteri stiffs of the masS i : ' 

Under general supervision, performs translating 
duties requiring s cun d kno^n edge of English and Hindi,, 
particularly on subjects and terminology relating to 
the work of the Gcirernment 5 possesses capacity and 
understanding to propose suitable steps in this regard » 

Typical:- "Tasks i V 


Translates from English to Hindi .and vice versa ; 

(a) larliament questions on Fanilly Hanning 
while the Farl lament is in session^ 

(b) Letters received from general publicj social 
institutions, teachers, doctors and, writers 
regarding enquiries”, suggestions and proposals 
oh devices and medicines pertaining to 
Family Planning Programmes; 

( c) Communications received from State Crovern- 

ment pertaining to Family Planning irogramme; 

(d) Letters received from Family Planning Centres, 
Institution etc. regarding requests for 
grants ; 

( e) Office orders issued to Glass IV employees 
from time to time* 

(f) Letters from Family Planning Department to 
the general public, State Governments and 
Family Planning Centres. 

Translates from English to Hindi : 

(a) Circulars and order-s of the Establishment 
Section of the Department; 

(b) Notifications and Resolutions of the ^ 

(c) ^innual reports of , the Department ; and 

(d) Publicity ,]mterial,s .on. Family Planning. 


3 


After receiving instructions from the Home 
Ministry re gar din:g implementation of Hindi 
Schemes ; . ■ ■ 

(a) Prepares and submits lists of names of 
non -Hindi imowing iemplbyees' to the Home 
Minis try for training in Hindi class es 5 

(b) prepares and subisits lists of typists and 
s tenographers in the Department to the Home 
Ministry for -training in Hindi typing and 
stenography; 

( c) . Circulates to all the Sections in the 

Department presidential orders received 
from time to time in regard to Hindi 
training scheme. 

Receives from the various section of' the 
Department n on-statutory rules, manuals, depart- 
mental forms and other procedural literature to 
be translated from' English to Hindi and transmits 
the same to the Hindi ‘Directorate for translation. 



Occasionally translates -from English to Hindi} 
departmental forms and other procedural liter- 


ature used in the. 'department under instruction 



from and supervision of the Hindi Editor 
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3 . Collects, collates and consolidates half-yearly 

returhs regarding:" 

progressive use of Hindi in the work of the 
Ministry and its attached and subordinate offices ; 
progress in teaching of Hindi to employees of the 
Department. 

(The above are only illus.trations of the tasks generally 
performed in positions under this class. Mere existence 
of any one or a comhihation of these tasks would not by 
its elf war rant placing a position in this class.) 


9uali fication requirements ; 


Sducatloi General A University gractaate with Hindi 

as one of the subjects. 


Special knowledge 
ability and other 
factors 


Knowledge of technical terioinology 
Specially medical and parliamentary 
terms . 
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IV, FHOTOGRAPHIG SERIES ' ^ 

This series includes petitions the duties of which 
are to perform photographic and related work. The work 
includes taking photographs, maintenance and care of 
photo unit equipment, selecting types of films for 
producing best results, arranging people or objects to 
show to best advantage, arranging attractive display; . 
of photographs and slides with a projector, naking minor 
repairs on Cameras and other photographic equipments , 
supervising, instructing, conducting and assisting in 
dark room and other work such as r@cei\ring "and storing 
filnB, developing negatives, making contact prints, 
enlarging and developing enlargements, maintaining 
finished phot ograp ha, duplicating slides and other 
related work. 

; ■ ^ d : : ■ gxausi ms ■ ^ ; 

This series does not cover classes in the Motion 
Picture Series nor those in the Information and Publicity 
Series which deal with the design of exhibits and displays 
Classes related to the design of exhibits and displays 
will be found in the Information Series. 


- 146 - 


GOTO AGE 

In this series are included the following classes: 

(1) Class Title Assistant Photographer , 

G '^ade ¥ 

Fay Scale Rs . 250-12-418 

Gharact eristics of the Glass ; 

Under .general supervision of the Photographer 
does photographic work such as receiving >and storing films 
and supplies, developing negatives, making contact prS-nts, 
enlarging, developing enlargments, moanting finished 
photographs, duplicating slides, and rendering general 
assistance to Senior Photographer. A good knowledge of 
the latest techniques in photography and dark room work» 

Typical Tas ks 

(Tasks frequently fcund in positions falling 
within this class);-, ■. - 

1* Receives exposed films from the Photographer, 

develops and dries the same, enlarges composed 
photographs, washes, cuts to proper size and 
finishes photographs, . , 


- 147 - 


2> Prepares duplicate slides sets. 

C. 'Numbers the negatives, and files the same for 

. proper record, 

4, 'Maintains register of material consumed’. 

5 . Performs other related work that may be assigned 

„ • to' him. 

(The above are only 'illustrations of the tasks generally 
performed in positions under this •class. Mere existance 
of any one or a combination of these tasks would not by 
itself warrant placing a position in this class) . 

Q uali fi pa ti on r eauir ements : 

Education-general I Matric 

Experience; 3 years’, experience in dark 

• room work* 


(2 ) Glas S Title ; 



Photographer 
Grade VII 
is . 540-23-^862 


Characteristics of thA Glass ; 


Under general direction as to the kinds of 
pictures desired, takes photoglyphs in black and, white 
or colour, using miniature and standard cameras, selects 






types of . films to produce best results, arranges people or 

objects to show to best advantage, arranges photographs 

for attractive display, displays slides with a projector, 

makes minor repairs on cameras or other photographic 

Photographer 

equipmeh.ts, and/.instructs Assistant_yas to length of 
development and kind of chemicals to be used. 

T ypical Task s : ^ ^ ^ 

(TasbB frequently found in positions falling 
within this class):- 

1, ^ Setting up and maintenance ' of ■' the photographic 

unit. 

2, After test accepts photographic equipment and 
certifies the same is in good condition and in 
working order. 

3, Obtains on loan cameras from various agencies for . 
taking photographs of important meetings, cm- 


ferences, workshops, on occasions of interest 
connected with Family Planning Programmes held 
in Delhi and elsewhere., 

4. Takes colour picture .for making slides used for 

lecture- demons trati ms and developing prototypes 
" , (training aid diagrams). Prepares and supplies 

photos of interest for display in the mmthly 


newsletter of the Department and for exhibitiona, 
etc. Accords captions to the snapshots . 

5. Maintains registers of (i) photo- coverages and 
(ii) consumption of photographic materials. 

Checks registers of consumpti ms of chenJicais , 
films, Photographic equipment etc., maintained 
by the Assistant Photographer. 

6. Designs prof ormae for use by other sections for 
requisitioning prints, slides , photos etc, from 
photo-unit . 

pher 

7. ^ Guides the Assistant photogra/ selecting size 

of enlargements, the grade of paper ,. chemicals ,, 
etc., for developing films and preparing the final 
print. 

8. Designs lay-out of the dark room, 

9', Conducts slide shows and performs minor repairs : 

of the equipment when needed;'" 

10. Performs other related work that may be assigned 
to him. 

(The above are only illustrations of the tasks 
generally performed- in positions under this class. Mere 
existence of any one or a combination of these tasks 
would not by itself warrant placing a position in this 
class, ) 
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qaali fiction, r equiremi°nts ; 


Education General 
Experience 

Special knowledge, 
abilities and other 
factors: 


Metric 

5 years practical experience 
of photography 

Theoretical and practj cal 

knowledge of dark roon work, 

and ability to apply modern 
■ ■ ■ ■ . of 

techniques and us^s-ophis ti- 

cated equipments. 


0 ^) Gash and Accoants Series 


This series includes |5os-ihions which Involve "' ^ 

directing, supervising, checking or performing a variety 
of functions relating to the operation of a cash and 
accounting system in a government department. 

Duties involve oie or more of the following: 

(1) Dishurs errant of pay or other cash payments 
to Q'overhment employees, firms, etc. y (2) Maintenance of 
accounts and accounting records ; (3) Examination of pay roll 
Verification of arit^atical accuracy of computations and 
review of basic authorisation documents etc.; 

(4) Advisory service to the officers of the department 
regarding ths status of financial resources, financial 
trends, methods of improving accounting procedures and 
financial reports. 

C QVQ!p3. gQ 

Positions are classifiable to this series when 
they involve perfcrmance, as a primary responsibility, of 
duties which involve preparation of pay-bills, disbursemeni 
of Cash, and positicns which supervise tho operation of 
the aforesaid functions, . 
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Titles and Glassification , 

In this series are included the following classes: 

(l) Gash and Accounts Assistant Pay Scale: Rs . 250-12-418 
Grade V 

Characteristics of the class 

Under general supervision, disburses cash paymeaits 
to officers, firms, and others*, prepares and issues cheques 
or demand drafts; receives Government dues and deposits 
them; keeps records and makes simple calculaticns . 

Typical Tasks 

(Tasks frequently found in positions failing within 
this class). 

1, preparation of monthly and supplementary pay bills 
of officers of the department, 

2, Disbursement of pay to the officers and staff of the 
department . 

3, . Preparation of cheques/demnd drafts for making paymients 

^a) of stipends to ^^edical students studying 
in Medical colleges; 

(b) to Firms in lespect of their bills for supplies made; 

(c) to Gazetted officers of the department in respect 
of pay and authorised loans /advance^, etc, 

4.. , Gash payments , to firms/staff in r espect of their 

petty bills/authorised advahces/loans/contingent claims 
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5, ■ Visits banks -to -^n-caste cHe'^ues/deposit Government 

amounts * , ■ . ■ ■ 

6. - Maintenance of imprest money-keeping recced of 

tte advances’ given or pay men ts'-mde" out- of this 

fund* 

7 i C ompl et i on of Cas h B ook in' r es p e ct of ■ all . f inan cial 

transactions irade during the day and getting it 


che eked by his sup ervis or . 

8. Maintenance of record of undis burs ed ' amount in 
a separate register maintainsd for the purpose. 

9, Calculation of the amount of Inc ometatx; payable -■ 
byeaah officeiband preparation of Income-Tax 

r eturns . 

Id. Any other related work which may be assigned 

by the supervisor. 

(The above ard^<«ily illustrations of the tasks' 
generally performed in petitions under this class. Mere 
existence of any on© or a combination of these tasks would 
not by itself warrant placing a position in this class.) 
Minimum auaiiflcatioht 



Special knowledge 
and attributes 


Matriculation or Higher 
Secondary level 

Five years experience of 
office regulations, precedin’ 
and elementary knowlodgt 
Of book keeping 



8,i»!M«p8»w»asws»p*f>ss«i'S 


(2) Gash and Accounts As'sistant Pay Scale: Rs , 370-17-608 
Grade VI 

G haracterlstlcs of tte Cla ss: 

• ■: Under ghheral supervision, revie-ws budget proposals, 

proposals for grants and progress of utilisation of grants, 
checks accaint books and bills pertaining to salaries and 
travel ailoiiB.nces , instructs staff in the proper application 
of rules and regulations prescribed in Financial Codes, 
Typical Taska 

(Tasks fre'quQitly found in positions falling within 
this -claas) . 

1, Checks for accuracy: 

(a) All the bills for non-gazetted staff and 
Section Officers 5 

(,b) ill the travelling allowance bills of non- 
-■ official members of Gomaitt ees , and Such 
officers of the subordinate offices whoso 
bills are required? under the rules to be 
countersigned by him; 

2, Guides the stajff- in the prop t application of rules 
and regulation's prescribod in ‘V'arious financial 

. ' codes , , . 

3# Scrutinises Budg.et estimates, revised estimates 

■ .and foreign exchange tadget of the department of 
Family Planning, 


4 


A- ■ ■ ' ■ ' 

Attests all entiles in the; 

(a) Grant register 

, (h) Loans and Advances register. . 

6 . Coordinates and reviews the following' it ems 

of work, for acctiraey and , f or cocapiiance with curren- 
ins tractions •, 

(a) Appropriation of Accounts 5 

(b.) Progress of expenditure ,-re -appropriation or 
surrender of funds, 

( c) Audit objecticns and audit reports, 

■ ' (d) delegation of financial powers. 

6, Checks for accuracy entries in the service, books 

of the' staff relating to pay and leave account. 

7- Performs other related work that may be assigned 

to him by his supervisor. 

(The above are only illustrations of the tasks 
generally performed in positions under this class. Mere 
existence of anyone or a combination of these tasks would 
not by itself warrant placing a pcsition in this class). 

Minimum Qualifications: 

Sdn cation, General 

Length and kind of 
experience 


Knowledge of financial 
rules and regulations. • 


A University Degree preferal 
B. C om . 

At least 3 years experience 
ina-ccounts wcrk. 


Special knowledge 






the 'Government department with full management rcsponsihilit-/ 
for the rjuality and quantity of the work performed - provider 
adviicrry”' s ervice to officers of the department rogardirg fre 
status of financial resources, financial trends, me'i'.hods for 
improving operations etc. . 



(Tasks frequently found in positions falling w 


As drawing an 


for accuracy of 


of funds to staff, individuals or firm 


from Government accounts in thi 


Checks, for accuracy, and' attests al?. entries made 
by the Cashier in the Cash hook and other Cash . 
Registers in respect of daily cash transactions c 
Coordinates accounts work of the department ol . 
Family Planning including proposals for: 

(a) Budget Estimates , 

(b) Excess and surrender of funds 

(c) Appropriation and ro-^ppropriation of funds obc 


Advises Of! -all accoant.s mattars in eluding audit, 
objections , which, may be referred to him by the' offic 
or sections of the department of Family Planning. 
Reviews all pay fixation eases •, for- correct Inter- 
pretations of the rules, before' a final decision 
in the matter -is 'taken. 

Scrutinises the utilisation certificates received 
from the grantees for correctness and certifies 
■ u^^adit the proper utilisation of grants-in-ald, .. ^ 
corresponds with grqntees on related matters. ,■ 

Scrutinises all TR forms 42 received .from' the- ; 
grantees, for' correct entries ». signs TR Forms 42 
to authorise payment of grants-in-aid to the 'grantees 
Approves and signs all communications concerning cash 
and accounts matters, ■ ' 

.Drafts rules to serve as pattern of Central 
Assistance to voluntary organisations /local bodies 
etc. for implementing ra.riou& programmes of the 
/: lepaifflent ^^i; ' •d- ' • , ' 

Inspects the subordinate off'icies occassionally 
to check their accounts and cash books. 

Performs other related functions which may be 
assigned to him. ' ' ' 

(The above are only Ulus t rat lexis of the tasks 
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generally performed In positions under this class. Mere 
existence of any ono or a combination of these tasks 
•would hot by itself warrant, placing a position in this 
class). ' 


Qualification requirements ; 
E du cat 1 on-> G en er al ; 

Mucatl on, al -Special ,; 

Experience 


Graduate, preferably with § 
Commerce Degree 
SAS Examination or 
Equivalent examination. 

8 years experience in the 
field of Accounting and Book- 
Keeping about 6 years of which 
should have been a» an 
Accountant, 
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VI. STATISTICAL SSRISS 

This scries includes positions which involve 
collation} tabulation and simple analysis of s t. at 1st leal ' 
data, and performance of related clerical functions 

tnities involve one or more of the foll'owihg: ; . 

Cl) Collation of data relating tp iirogransnc- per- 
formance' from different s ourcGS 5 (2) Use of calculating 
machines } (3) Review of data for errors and discropancies 

in computations 5 (4) Preparation of Statistical tables, 
n. . . . ' 

summaries etc. 

EXCLUSIONS 

This Series excludes classes in book keeping, 
cash accounting, accounting occupations and professional 
statistics. 

; ; GOVmhGE ; 

positions are classifiable to this series when they 
involve performance, as a primary responsibility, of 
duties relating to the,, use .of tabulation machine and 
statistlftai aHd’'‘tabulation functions » 
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Title and Classification 

In this aeries are Included the following /classes: 

(1.) Class Title Statistical Clerk '/ 

■ ' Grade VI 

■ Pay Scale . V Ils . 170-8-282 

Chara ct erls tl cs of t he Clas s : 

Under general supervision, collates data from 
different sources into suranaries , using calculating machines, 
totals, divides and multiplies figures*, searches for errors 
and discrepancies in data furnished to him and obtains 
information from appropriate sources to correct these*, 
performs clerical work in connection with the receipt and 
use of statistical data. •. 

T ynl cal Tasks 

(Tasks frequently found in positions falling within 
t hx 2 cl as s'). 

1. Using calculating machines , collates s tatistical data 
received from the State Family Planning officeig in 
respect of various Family Planning sdemes con^ares 
data with the figures of the previous month j- 

sorts out dis creppucies , if any, in the figures 
and seeks clari'ficatlon thereof from the respective 

^’/^•i/i3:i/:i//2i:/| a /t i : 

2, Collects and co%iles monthly statistical data 
relating to family planning from the Regional 



..Directors*- compares it with the figures r.ecelved 
from the State Family Planning offices to ensure 
that the: data received from both the sources 
■tallies 5- s orts out discrepancies, if any, " 

and see,ks clarification from the r’espective Regional 
Directors where necessary. 

Collects and tabulates monthly statistical data 

ft”om the Central Family planning field units in 
i^espect of family planning s chemes compares 
the data with the data received in the previous 
month, obtains clarifications in r espect of 
discrepancies observed . * 

Compiles the Statistical data received from State 
Family Planning offices /Regional Directors/Centrai 
Family Planning field units for inclusion in the 
monthly statement submitted to the Cabinet’ Sub-Commitl 
Family Planning. 

Maintains list of Family Planning centres in the 
States . . ; 

Furnishes statistical data for reply to Parliament ; 
questions. 

Prepares narrative synopsis, of statistical data^ 

,||s|ta tat ei^nbsin::|^swe^ 

(Questions, con^oses simple letters. 



8 . 
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Perforne such, othitf related functions as assigned 
to him hy his supervisor . , ^ 

(The above are only illustrations of the tasks 
gen.eraiiy per forme cl in positions uAder this class. Mere 
existence of any one or a combination of these taisks 
would not by itself warrant placing a position in this 
class)* 

Qualification requirements 

Education general: Higher s econdary with Maths . 

Special knowledge, Knowledge of operating a 
■ ■ ■■ abilities and ' calculating machine, 
other factors 

(8) Class Title Statistical Assistant 

Grade V 

pay Scape Rs . 2 50-12-408 

ChBraateri^tics of the Glass ;. ■ 

Un'^er general' supervision performs statistical and 
tabul.ation work' requiring good knowledge of statistics.' 
Typical Task s 

(Tasks ' frequently found- in positions falling- ■ 

within this class). 

1. Tabulates and scrutinises monthly progress reports 

‘ received from the State Family Planning officers 
■ and Regional Directors, compares the same with 
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figur es su^irnitted by them in earlier months 5 ! 

locates discrepancies and brings them to the notice 
of his Supervisor and seeks advice for rectification ‘ 
of the same. ' i 


2, With the State Family Planning officers 

regarding d is crep an cies obs erved . 5 e-dvis es on their 
rectification and proper submission in- time. 

3, Tablues the statiS;tical data- furnished in monthiy 

progress reports of the State Family Planning 
organfetions and 'Central Family Planning field units. 
4,. Prepares statistical charts and tables representing 

progress of Family Planning Programmes in the S,|;ates. 
5, Performs related 'duties pertaining to above subjects, 

allotted by the Supervisor, 

(The above are only illustrations of the tasks 
generally performed in positiois unUer 'this class-,- Mere' 
existence 'of any one or a combination of these 
tasks would not by itself ^-warrant placing' a position in this 


class) . 



Education general: Graduate with Mathematics 

or Statistics- 


Special knowledge, 
abilities and other 
fa ct ors . ■ 




Knowledge of operation of 
simple calculating machines, 
some knowledge of Demography 
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.. s„ , . 1 1^1^, , , Statistical Assistant 

Grade, VI 

: . Rs , 370-17-608 

■ giiaraGt^istlGS of Cl.kfls; : ' ■ ' ■■ 

Under -general 'supervision, organises' collection of 

"Statistical data relating to program ie perfornRnce, 'prepares 

Summaries of findanga, ' .drafts memcranda nnd lebters, assir'e.-- 

■ work ■ to his' subordinates 

Ty-plcal Tasks 

•..(■Tasks, frequently found in' positions fall ing within 

this Class) , ' ■ ' : • ■ . 

1>' . 'Checks for accuracy statistical data' ccmpilod M . 

the statistical assist anif and statistical eiertn ^ 
relating to the progress uf various Family PlannSng 
Programmes in the States ,■■■'’ Checks ‘draft letterr . 
seeking reconciliation of the Var.i.ation& in ■‘-'L-- cr-:.' 

- , 'received from the State Family Planning officoc 'r.-i 
Regional Directors, ' 

2. G'oilates information on 'progress of ' Family riann'„'.r 

Programmes froirh State .pamily Planning offices ang 
Regional Directors for supply to :‘:nternat_ona" 
Agencies ^ , 

3. Prepares sta.tem^'ts for inclusion in the monttiy 
summary for the Cabinet on progress of Family 
Planning Programmes in varioas Statec/Union Terri nr 
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Central. .Goi7ernment Institutions, - r elates 
achievements^to targets... 

4.. , prepares and maintains data relating to the 

' '' constitution and activities of. voluntary organisation 
’ engaged on Family Planning work. ■ 

5* Analyses data on demographic problems for evaluations 

of Family Planning programme:?. 

6., .pDn request, supplies information relating to lOGD j 

and ' s terlisation. ^ 

7 . As signs work amongst biso sub- ordinates,. ■ • 

8. Supervises the work of statistical: clerlsand 
assistants and coordinates the work performed 
at fciis level. 

9. ■ Performs oth®’ related work which, may- ..b® asiigned i 

to him by his aupervisor. , 

( The a^ove are only illustrations of- tfce tasks • 
genaally performed in positions under this class.-. Mere * 
existence of any one or a combination of these taks would not; 

. I 

itself warrant placing a position in tins class). 

r - . ■ .... 



Sducation-general'.^ -A Uhiversiti^ degree 

Length and kind of About 5 years experience as' 

experience 

Glerk' Grade IV _ :-Sufficient 
knowledge of secretariat work. 






LI-L. V .. 

' , 16'6 ' 

STORES mD PURGMSB SERIES 

This series includes posi'bion--which involve 
directing or assisting in directing the stores and purchase 
work of the department. 

^ in this series are required to estimate 

requirements of stores and equipment,' procure stores and 
equipment, formiate purchase and distri¥ution procedures, 
draw up specifications for a variety of stores and equip- 
ment and allocate stores and equipment to various agencies. 
engaged in the programmes of the department. 

COVERAGE 

In this -.series are included the following 
classes : ■ . v - 

Glas s T Itle ; St ores & Purchase Assistant -^. 

Grade VI . 

pay Scale ; . RS . 370rl7~S'«>8 ■ . , ■ ■ ■ 

Characteristics of the Class ; : : : V ^ d '7 r ' 

Under general- supervision performs clerical duties' 
requiring:' (i) exercise of Initiative and judgement in 
the application of a variety of, pertinent regulations, - '■ 
procedures and instructions, Cil) knowledg-e, of rules and 


regulations pertaining to procureinent , storag-e. and 
supply of stores, (lii) knowledge of .the progra mm e and;,, 
objectives of the Department and (iv) .knowledge of the 
organization, function's, flow bf work,, methods and . 
procedures of the 'organisation served.'^ - 

IZDical Tasks : . .. 

(Tasks frequently found in positions falling 
within this class);- 

1* Sstimates quantity of contraceptives required for 
free distribution and distribution through 

depots and Family Planning centres, and also 

quantity required for commercial sale-, obtains 
_ departmental .approval of estimates and financial 
Sanctions r prepares and forwards the lndents-to--f.~ 
Dir e ct or -Gejjqrai_ Supplies and Disposal for procure- 
ment, Corresponds with suppliers to ensure that- ■ 
supplies conform to the..pr..es„crl,be£_tim 
- . Ullocates contraceptiyes to^ st at e Thmily Planning 
■Centres- on thq basis of stock in hand, supply- 
: - . schedule and .p.opnlati.^pn, advises the State" ' ' 

Government ..of alloqation^ made and issues .-.despatch 
instructlais to supply depots , 
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Explores possibilities of coittnercial distribution, 
meets with representatives of, firms interested in 
commercial distribution and ascertains terms and 
conditions of distribution, proposes allocation of 
territories to firm^s engaged in distribution. 
Scrutinises fortnightly statements rebating , to 
supply of contraceptives and monthly statements of 
stock in hand at depots to d at ermine regularity in 
supplies, arranges replenishment of supplies from 
stock- in- hand and ensures consumption prior .to 
stipulated date. 

Receives correspondence from manufacturers and 
importers of contraceptives relating to import, 
policy of contraceptives, drafts letters: (1) 
to the Chief Controller of inip or ts and Eisports , ■ . 
suggesting suitable m,odificatioLS in import policy 
and (ii) to manufacturers and impbrteis conveying 
the Department's views on their suggestions. 

Selects methods for testjfig of contraceptives on 
advice of laboratorios and publ^.Jhed material on 
the subject. Refers suggestions rade by the 
manufacturers/suppliers of . contraceptives in regard 
to testing methods, to labor atories/experts and 
advises manufacturers/suppliers of the results. 
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Communicates results of tests to manufacturers/ 
suppliers/prepares and maintains list of approved 
manufacturers/suppliers. . 

Supplies material for answering Parliament questions, 
points raised in audit reports and by the public 
Accounts Committee relating to the subjects d^lt 
with by him. ^ 

Checks and reviews work of his subordinates, 
maintains Attendance Register and casual leave 
accounts of employees, . • 

Performs other related work that may be assigned 
to him. : ' 

(The above are only illustrations of the tasks generally 
performed in positions under this class. Mere existence ♦ 
of any cne or a combination of these tasks would not, by 
itself, Warrant placing a position in this class). 

Qualification requirements ; 

University Graduate 
Knowledge of Secretariat and 
stores work. A good knowledge 
of rules and regulations perta- 
ining to procurement , stores 
and supp;|.y of stores and good 
backgrcund of the ■ programme 


Sdu ca 1 1 on-G en oral 

Sp e clal kn owl edg e , 
abilities and other 

fa ct or® 
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acHninist ered and an intimate 
knowledge of the suliject deaj-t 
with in the Soction is essential 
Capacity to collate a variety 
^ ^ ^ - ' Of informatics abont a state 

programme and to draw ccn- 
clusions about its adequacy, 
to write clearly in English 
and Hindi and to obtain' 
cooperation from others in 
■ ’the performance of hi? 
duties.. 

Cliss Title ; - * ' Stores and Purchase Officer 

G rade X 

Pay Scale : Rs . 1470-60-1890 

G ha ract eristics of the Glass ; 

Under general direction of the Head of the 
Department, is responsible for ' estimating requirements of 
stores and equipment, pr'oci>rement through established 
government agencies -or directly. Formulates purchase and 
distribution procedures. Dr^ws up specifications for a 
limited variety, of s ter es... - Is resp'bnsibl'e for allocation 
of stores and equipment to various agencies engaged in the 
programme. 
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Typical Taslis 

-• ■ * . . . . ' . 

(Tasks frequently found in positions falling 

within this clas s) : 

1 . Frames estimates of requirements of contraceptives 

primarily condoms for s 

(a) free distribution 5 

(b) commercial distribution; and for 

( c) ■ depot holders . 

2.. Draws Up procedure- for : 

(a) "free distribution; and 

(b) commercial distribution of contraceptives. 

3.. Draws up agreement for distribution of contra- 
ceptiyes,, thr,c?-igh;:d5^ Indian R'ed Cross. 

4. Formulates proposals relating to policy for 
import of conventional contraceptives, 

5. Frames estimates and places indents on the 
Director General of Supplies and Disposal/Firms 
for the purchase of Motor-Vehicies/contraceptives 
and other ancillary stores required for the 
Family Planning Programmes, viz» Films and Film 
strips, Aiidio-Tisuai equipment, photographic 
materials, lUCD/Sterlisatiai Kits, ‘Fluorescent 
microscopes. Plastic Jars, Drugs' etc., corres- 
ponds and negotiates with th'e suppliers and 




6 . 

7 . 

8 . 
9 . 


10 . 

11 . 

12 » 

13 « 

14 . 


1-^ — ’ '• i;-- ‘/•-■v- -'..v -■ = 
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finalises supply order. Is r esponsible ■. for : 
supply of stores^to the indentors according to a 
specified time schedule. 

Places sup ply, orders for films approved by the 
departmental committee entrusted with the selection . • 
of films , 

Watches, consumption trends of stores and equipment. 
Formulates accounting procedures of Stores, 

Designs lUCD and Sterli^ation Kits vath the 
assistance of officers, implementing the'Pamily 
Planning Programme and firms manufacturing the 
equipment . 

Designs specifications of motor vehicles in 
conduction with the experts of the Ministry of 
Defence and the body- builders, ■ 

Draws up procedur e _for the procur em.ent of motor' 
vehicles by state Governments. 

Allocates Wetfl-Cles, rec0ive% as gifts, to State 

Governments , , ^ ... ■ 

Is responsible for the maintenance and proper use 
of the Motor fleet assigned to the Department. 

Subject to ayailability of funds, is competent, to 
place indents/ supply or.ders of the value indicated 
below s , ■ . • ■ ■ 
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Indents, Contracts 

(a) Indents 

Rs . 

50,000 per item 


Rs , 

20 , 00, 000 p er annu m 

• 

Rs . 

2,00,000 per indent 

(b) Express 

Rs . 

2,500 per item 

Operational 

Rs . 

10 lakhs per annum 

Indents 

Rs,. 

1 l akh p er ind ent . 

Can make direct purchase 

of articles below the 

value of Es . 25,000/- 

• 



15. participates in departmental and interdepartmental 

meetings . ; ■ , 

16. Disposes of audit objections relating to his subject 

17. - Approves draft replies: to the Farliament Questions 

. relating to subjects dealt by him. : 

18 . Performs other related work that; may be :as signed 
r to him. 

(The above are bnly illustrations of the tasks generally 
performed in positions under this class. Mere existance of 
any one or a combination of these tasks would not, by 
itself, warrant placing apposition in this class). 
: Q;^lifiGa;ti Qn ;reauiremehts ; ^ 


Education General; 


Length and kind of 
experiences 


Special, knowledge, 
abilities and other 
factors 


University degree and knowledge 

of mercantile law,, 

10 years experience in purchase 
of stores and equipment' in a 
large organisation. 

Should be well versed with 
Government rules and regulations 
relating to purchase. 


■y. ■ I I ^ 
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VI II Inf or mat ion 'and Pu hlic^l ty Series 


This series includes positions the duties of which 
relate to planning , coordination , direction and imple- 
mentation of a continuous publicity programme to keep 

■ A., ' ' 

the p’uhiic informed of the objectives , programmes 
and the activities of a Department and to promote public 
understanding of these programmes and objectives. The 
work includes such publicity, public relations and audio- 
visual media functions as 5 (i) preparing, developing 
and. distributing publicity materials in the f^rm of films , 
pamphlets', press bulle tins , journals , charts and photo- 
graphs ,' etc . ; (ii) maintaining liaison with media units 
of the governme.nt , opinion leaders, editors, writers and 
producers of news and informative materials 5 (iii) nre- 
sentation and general display of photogranhs , films, 

' illustrations and charts to general public by means 
.of e.xhibitlons , meeting etc.; (iv) developing publicity 
and mass contact programmes at the national, regional '■ 
and local levels and (v) analysing and assessing public 
reaction and attitude towards the programmes of the 
Department. ' . ■ 

■ Exelusion 

Bpsitions invoi-ving , the following types 'bf work ' 
are e?:ciuded- fr4m the,' series* ' ■ 
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(l) Positions requiring the application of 
technical khowledge.ani skill in 
photography, such as taking colour or ’ , 
■black:, and white photographs, developing 
■ ’films , enlarging prints , or other profess- 
ional occupations classifiable in the 
photographic series. ■ , 

_ (li). Positions involving perf ormance of work . • ' 

.. requiring knowledge , judgment and skills ,■ 

of printing and .publishing publicity , 
material and literature such as As.sis tant 
. .Controller of Printing .V . ' 

Series Coverage 

In this serie's^are included the follow'ing classes! 

Title ^ Information Assistant 

(Editorial) 

, ' ' Grade 71 ’ . , 

gay.._Sc.ale ' ; , ; ' . ' Rs, '370-610 , ' 

Gharactoris tics of th e Class ? ' 

Under general direction prepares manuscripts . 
of news on the basis of information received frem 
field- agencies , formulates printing time schedule, ■ 

maintains liaison with the. printing presses ^ proof 

- 4 ‘ 

. ' ■ , 'M I 
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reads and organises distribution of printed material. 
Typical Tasks 

(Tasks frequently found in positions falling 
•within this class) t- 

1. Prepares manuscripts of news on the basis of 
material recelyed from field agencies. 

2. Gives detailed instructions to the printers 

regarding the process of printing to be 
adopted, size and face of the types to be 
used, measure of printing area and form of 
printing. Indicates the size and kind of block 
including size and screen for photographs and. 
illustrations'* ■ " ■ ■ ■ 

3. Specifies on pr in ting orders , the style, of 

binding, size of the publication, type of 
• ' . photographs and number of copies to be printed. 

4., Reads, galley- proofs , prepares their lay-out 

dummy and gives final reading to the proofs. 

5. Formulates printing time schedule and maintains 

liaison with the printers for ensuring -accurate 
performance of printing work. 

Q, ■ Prepares and maintains, mailing lists of persons 

•to whom the monthly Newsletter is sent, arranges 
mailing of Newsletters in bulk to local agencies 
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. 'and to the offictrs of the Department, supplies 
mailing lists to Directorate of Advertising 
and Visual Publicity for distribution of 

Newsletters to family planning agencies located 

.. ■■ ■ ■ '' ■: ' ' ■ ■ ■ ■ ■ ! 

outside Delhi. ' i 

7. Performs other related work that m.ay be j 

assigned to him. I 

(The above are only illus trations- c*f the tasks 
generally performed in positions under ' this class . Mere 
existence of any one or a combination of these tasks 
would not by itself warrant placing a position in this 
class ) . ■ 

Qualification requirements i 

Education General t- .. Graduate of a recognised i 

University or equivalent; |, 

Experience About three years experi- I 

ence of printing; ■ 

Special knowledge, Demonstrated ability to 

abilities and other spell, knowledge of punctu- 

factors 5 at ion, grammar and syntax. 

Ability to learn layout I 
■ including pagination, set up 
of charts and diagramms , 

• , type faces, paragraphing, j 

illustrations and Government 
practice in capitalisation, j 
saluations etc. i 
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Class Title, 


Pay Scale 


Inf DrmatiGn Assistant 
(Publicity) 

Gra(!e 71 

Rs . , 370-610 


Characteristics .of the. Clas s 


Under general supervision, promotes public 
understanding of Goyernmont nrogrammes and objectives 
by such media as Cinema slides, film shows, pamphlets, 
posters, folders, exhibitions etc. Develops publicity 
programmes at village and local levels through local 
opihion moulders. 

Typical Tasks 

(Tasks frequently found in positions falling 
within this class) ' ^ 

1. On the subject of appointment of Family 

Planning Education leaders at State/ 
Institutional and District level: 

(a) drafts 3-etters to the State Health 

authorities inviting their recommendations 
for the appointment of T’fimily Planning 
Education Leaders; * 


(1d‘)' Scrutinises the particulars of the 

canaidates proposed by the State Health 
authorities and makes recommendations 
for the appointment of Family Planning 
Education Leaders to his supervisor on the 
basis of the rGcommendations of the State 
Health Authorities and the particulars of 
the candidates available on record 
Cc) drafts letters ■ of appointment of the 
selected candidates; 

(d) drafts letters sanctioning grant-in-aid : | 

to the State Health authorities to meet ■ 
the expenditure on the' appointment of 
•Family Planning Education Leaders; and 
Ce) receives utilisation certificates in respect 
■, 'Of grants sanctioned and drafts letters 
. forwarding these to the Accountant General- 
concerned..- 

Maintains grants register and enters the 
amount of grant sanctioned for the appointment 
of Ed Uf*,ati on _ Leaders in-‘ that Register. 

Arranges* -supply of literature on Family Planning 
to the Family: Planning Education Leaders, 
through the Directorate of Audio-Visual Publiclt 3 



and the Central Family Planning Institutions. 
Receives and scrutinizes quarterly work 
reports from the education leaders,- recommends 
to the supervisor replacement of such leaders 
whose work is not considered satisfactory^ or 
who resign of their own'dccord. 

/vrranges space for meetings and accomodation 
for the outside participants in seminars and 
orientation camps whenver held a-t - -New Delhi . 
Prepares draft agenda minutes of meetings of 
the committees on Fam.ily Planning Mass Education, 
after obtaining approval of the minutes recorded 
by him, circulates 'tliem a.nd. follows up implemen- 
tation of decisions contained therein. 

Receives synopsis from various producers for the 
production of Films on Family Planning and submits 
the same to the Film Committee for their perusal j- 
drafts letters communicating decision of the 
film . committee, to . the respective Film Producers. 
Drafts letters addressed to the Film Division 
regarding the Production of Films on Family 
Planning. . , . 

Drafts letters addressed to Directorate of 
Audio Visual publicity regarding exhibition 



ether 

IG * Perfoms _j^ela ted work as may be assigned ,. 

(The above are only illustrations of the tasks 
generally performed in positions under this 
• ■ class i * Mere existence of any one or a combina- 

tion of these tasks would not by itself 
warrant placing a position in this class). 
Qualifi c ation requirements t 

Education -General . University Graduate 

Education -Special Good knowledge of Hindi 

CS) Glass Title Information Officer 

(Education) 

Grade VII 

^ Pay Scale. ' Rs . 540-860 

Gharacteristicsr of the: class 

Under general supervision, performs administra- 
tive duties, relating to the propagation of the programmes 
of the .Government j particularly those ' of identifjring 
local leaders, preparing their appointment papers, 
maintenance of mailing lists and reviewing their 
performance. 
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Typical Tasks 

(Tasks frequently found in positions falling 
■within this class) s- ' 


.1* ' Receives applications for appointment as 

Honorary Education Leaders at the Institutional,/ 
State and District Levels and takes following 
action there on t- . 

(a) ’ Verifies that the application is complete 

in all respects and the procedure laid 
down for forwarding such applications , 
has' heen followed - incomplete applications 
are returned with suitable remarks. 

(b) Considers the suitability of the ' applicant 
on the basis of the recommendations of 

the recommending authority and the previous 
performance of the candidates (as may be 
■ available from the record) and 

(c) Recommends candidates who are considered 
suitable, for appointment as Honorary 
Education Leaders. 

'2. Receives reports of performance from the 

Honorary Education Leaders to determine 
whether the work is progressing on the lines 


prescrilbed in the Government scheme ,~:,v su'bmits 
these reports to his supervisor with his 
comments. 

3. Obtains and compiles information from 
State Governments relating to/'^-Mie appointment 
of Honorary Education Leaders made by them at 
the Block level and group level., 

4. Drafts letters in respect of any information 
which may be required from any source , concerning 
the Honorary Education Leaders. 

5 . Maintains mailing list ±n respect of the 

Department of Family Planning's Newsletter 
"Centre Galling-” . . ... 

6. Ihps different ..sources to ■secure: ■Gurren'l-; 
addresses of Individuals/institutions for 
compiling a list of opinion leaders. 

7. Any other re la .ted job which 'may be assigned by 
his supervisor from time to time. 

(The above are' only illustrations’ of the tasks 
generally performed in positions under this class.. Mere 
existence of any one or -a combination of these tasks 
would not by itself warrant placing a position in this 


mm. 
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A University Graduate 
with Sociology or 
PJiyohology or Political 
Science . 

Information Officer 
(Audio Visual) 

Grade VIII 

Rs. 770-1190 

Gharac-terlstlG.s of the Class 

Under general direction promotes public 
understanding of the objectives and programnes of the 
Department through Audio Visual Media* Supervises 
preparation of charts, illustrations, photographs", 
hoarding designs, allied graphic materials and films 
for audio visual presentation at Exhibitions and 
general desplay*. Sketches lay-outs to guide 
Artists and Photographers, instructs script ^^riters on 
coverage desired, advises Recorders on desired 
sound effects etc. Reviews and coordinates work of 
the Artists, Photographers, Hoarding Designers to 
ensure effective presentation. 


Q ualification requirements t 
Education-General 

(4) Glass Title 

Pay Scale 
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iTDlcal Tasks ■ . : 

.(lasks- frequently found in positions falling 
within this class) 5 - 

1, Reviews the publicity programmes of the 
'Audio Visual Media Units of the Ministry of 

^ Information & Broadcasting , State Governments, 

Voluntary Organisations and suggests modificat- 
ions in the programmes to make them more effect- 
ive , ' • _ : ' : , ■ ■ ■ 

2, At Exhibitions and Family Planning Campaigns 
provides 'pos ters , photographs , films- -and 
other audio-visual aids for display ^ 

Coordinates audio-visual support to project 
the objectives of Family Planning clearly^ 
supervises installation of exhibits to ensure 
maximum coverage . 

3.. Formulates syllabi and organizes short-term 

courses for mass communication workers ' 
associated with the Family Planning Programmes. 
Prepares material and literature connected 
with the training courses* 
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4. /arranges periodic meetings of the National 

Mas^s Educatipn Advisory Committee, Coordination 
■ Committee,, .li^s Committee and Field Publicity 
Committee of which he is the Convenor Member. 

* Frames Agenda, records Minutes and takes 
follow-up action to ensure implementation of 

•'de-cislQns arrived at these- Meetings . 

6. Suggests theme and locale of shooting of films 

produced by the Department and other agencies 
on Family Planning , 

6. Axdvises State Family Planning Units on effective 

methods of outdddr publicity. ' 

Vr Performs.;, such; other related work as may be 

assigned to him, ^ f ^ . ■, 

(dhte above are onlyv Illustrations of the tasks 
V — generally performed iri: positions, under this 

-class. Mere a.xisteno,e ,pf a»y one pr^.a combination 

• ■" ‘ . , 

of these- tasks would not by itself, warrant 

• placing , a position- in :this class ) , , ■, 

Qualification reauirem.ent5. 1 ■ 

Education-General Graduate in Social 

,, ... < ;■ ' , >Sciences; 

Special knowledge,. .. -Degree or- Dipl^a in 

EbilltjiBs End Audio VisuEl I^ducEiloti^ 

factors ■ ;P 
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Three years ^ experience 
eP production of Audio Visual 
aids both graphic and 
photographic*. * 


C5) 


Glass Title 


Info rmation Officer 
(.Public Relations)"' 


Grade YTII 


Pa-T Scale 


770 - 1190 ,. 


Characteristics • of ■ •fee ■' Cliss ■ 

Under general supervision with some latitude 
H for Individuals initiative., analyses available media 
to select, the one most, likely to be effective for 
Qovernment.’s use,; .analyses programme support needed 
from -public ^,4.ey;e,lQps_ public relations programmes 
prepares press., releases , information pamphlets,, 
bulletins and reports; takes steps nee.ded to. bring 
publicity programmes to attention of editors , writers 

-r ...i 

and ofe.er’ .producers of news and -inf brmatlpn/mate rials; 
,• and develops,. publicity materials.. Prepares material 
in Hindi for' publlcatife,'. "reviews and e'dits material 


prepared by others in Hindi*-. 


- 188 - 

TTPlcal .Tasks i 

■ ^UTasks frequently found in positions falling 
within this class)- S“- ^ 

1* Writes articles on various aspects of Family 

Planning in Hindi for publication in journals. 

2. _ Arranges periodic meetings of Radio and 

Television Media Committee of which he is 
the Convenor Member , frames agenda, prepares 
minutes and takes follow up action for the 
implementation of the decisions arrived at such 
meetings'.- 

*3. Drafts slogans and spot announcement for use 

by ■ All- India Radio,- prepares plans for publicity 

through Radiq, Television and Song and Drama 

Division, and after obtaining approval of the 
, : V ' ' '• ■ ■ ' V ■ ' • Grade X 

lafQrriation Offiecr (Publicity )/ arranges with 

the Director General, All- India Radio,- Director 

of Television, and Director, Song and Drama 

■ jp*’ . 

Division for their broadcast/display. 

4., . Prepares and supplies to All- India Radio panel 
of speakers fpr Radio talks and interviews on 
Family Planning topic's*’ ’ 


Arranges sponsored publicity by supplying 
material on Family Planning, ..to : edit 
authors of ra|»ute for producing literary works 
and articles propagating Family Planning and 
gets them-’ published In _ newspapers , magazinesT, 
journals-,- etc-. . ' 

■’Helps and'- guides the off icials ' of Union 
Territory , of Delhi in f ormulating publicity 
plans for grant-in-aid for. publicity in 
.^centrally administered territory of Delhi, 
examines these proposals to- as'certain whether 
„they’ are consistent with approved schemes# 

■ , ' It' ' 

Plans and supervises mass ccmmuni cation 
programmes at special and. national campaigns # 
Acts as Liaison- Officer for Hindi Teaching 
Scheme of Minis try of Home Affairs and 
ensures that the targets and plans of teaching 
Hindi ■ to the p'taf.f of the department are 
achieved.. ^ ... . . , ^ .... 

Checks for accuracy translations to Hindi 
of technical terms , office orders , annual 
reports , pariiamept questions . Notifications in 
official gazette., Besolutions etc-# 
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Innovates new methods of mass publicity fo r 
ramlly Planning,. , . . 

11. Performs other related work that may be' ■ 

assigned to him. 

(IThe above are only illustrations of the tasks 
generally performed in positions under . this class * Mere 
existence of any one or a combination of these tasks 


would not by itself warrant 
class)* . 

Qualification requirement’s 
Education -General 

■ Experien<»e 

Special knowledge , , 

• ■ abilities' ' and other 

factors 

(6) Glass Title 

Pay Scale 

Gftarhcteris tip's of. the Glass. 


placing a position in , this 


Graduate with.. Hindi 
and Diploma- 
training in journal- 
ism. 

Five years, experience 
of mass communication 
work . 

Knowledge of writing 
for neollterates and 
of the different 
techniques of mass 
communications * 


Information Officer 
CEditorial) 


Grade Fill 
Rs. 770-1190 


Edits monthly newsletter. Under general 


supervision with some latitude for individual 
initiative analyses available med-ia to se lee t the 
one most likely to be effective for .0-overnment’s: 
use; analyses programme support needed, from publici 
develops, public relations programmes, prepares 
press releases, inf ormati on pamphlets bulletins and 
reports; takes steps needed to bring publicity 
programmes to attention of editors , writers "and 
other producers of news and inf orm^tidhai'' materials; 
and deve lops public! ty ma terials • 

Typical Tasks 

(Tasks frequently H)und in positions falling 
within this class) t. • 

1. . Edits the monthly newsletter 'Centre Calling’ 

screens the reports received from field 
• . .agencies and prepares the . manuscripts for 

publication in the iiionthiy newsletter and 
pamphlets, brochures, booklets etc. published 
2». ' i •Pi* epare, S' • articles , spee-ohes,; messages , etc* 

relating to Family, Plannihg for use by.. 
Minister ere tar y, Commlss.icberJ^,,,.etc... 
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Reyisys literature received from various 
s ources, of Family ..Planning and on subjects 
like personnel .administration , management 
tephnlques , etc. of. interest to the department; 
analyses., identifies, evolves and describes the 
cpncepts dealt :■ w.ith in the literature; circulates 
the same for. ..information of officers for whom 
it is likely to, be of possible use in writing 
article etc. or fo r practical application.- 
Prepares articles, features, etc. for release 
to national press through Press Information 

* Bureau. ' ''' y -o • ■ o 
Prepares advertisement on Family Planning for 
release by liLrector, Mvertislng and Visual 
Publicity for display in newspapers, 
magazines, etcv^-'^ 

‘. Arranges periodic ■ meetings of Press and 
Printing Material Committee of which he is the 
Convenor Member, frames agenda, prepares minutes, 
and takes follow up action for implementation 
of the decisions arrived at -jiuch meetings. 
Ledtures, participates in seminars, meetings, 
etc. on Family Planning including those held 
in States sponsored. by other agencies. 


8. Maintains liaison, ■with Director , Advertising | 

and Visual Publicity regarding the progress of | 
various jobs entrusted fpr being performed ;< 

■ \ ' ■' ' ■' " ■ ' ■ ' ’ ' ' " " i 

in their studios, ^ | 

9« Plans directs mailing arrangement for 3 million 

readers and supervises .the mailing arrangement 
of monthly newsletters. 

10. _ Performs other related: work that may be 

assigned to him. _ . . 


• (The: above are only illustrations of the tasks I 

generally performed in positions under, this class. Mere |: 
. t existence of any one or a combination' of these tasks \ 

- would not hy itself warrant placing a position in this * 

■ class). \ ' I 

Qualification reguipemehts t ’ 

Education General Graduate with Diploma 

. ""P"™ ' ' or 'training in journalism! 

Experience r'Flje years' experience of:| 

' • ' ma'ss communication work. 

Special knowledge., * Knowledge of writing for 
abilities- and .other. . neolilierates and knowledg? 

■ ■ ; ■ ■■■ factors ' " " of the different technl** 

■ ^ que's of mas,?.-«ommunicaH. v 
tlpn,'' **-* : 
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(?) Class Title. • Information Officer 

(Publicity) ■ 

■ Grade X 

' Pay Scale Hs. 1470-1890 

Characteristics of Ifoe Glass 

Under general direction, plans, coordinates and 
, directs a continuous programme to keep the public 
informed of the objectives and activities of the 
Department and promotes public understanding of the 
objectives and programmes' of "the 'Department. '•'•■Establishes 
and maintains working relationship with Media Units 
of the Government participating in' the Department *s 
..programmes . Analyses public reaction- and attitude 
to-wards the Department’s programuBs.; • Maintains 
-close relationship with representatives of all_. 
publicity media with a view to using, on a public 
services basis , such media for propagation of the 
■ Department’s programmes.' ■ 

Tynical Tasks 

■ (Thsks frequently found in positions falling 
within this class) . 

1 . Plans publicity campaigns to provide support 


to tlie. Farnlly Planning-'- ■Programme and propagate 
Family -Planning practices, 

■ Co_ordinates the activities , of . different media 
units of the Ministry of Information and 
Broadcas ting engaged : in , th&:'. propagation of 
Family Planning Programmes., 

'Develops guidelines and prototypes of 
information materia Is /on Family Planning for 
the use of state Go-^ernments fo r promoting 
Family Planning "■Schemes. 

Plans and Implements the training programmes 
of personnel engaged in Family Planning 
publicity at the Cen-tre , in various media units 
of the Department of Information & Broadcas- 
ting, 'S'tate Governments and other agencies. 
Participates in the meetings and conferences 
of' the Department and other agencies 'of 
Family Planning. ' ’ ' ' ' ' 

Supervises the work of the officers in the 
Mass Media Division relating •' to -Family ‘Planning 
Publicity, , ... • 

Performs other related, work, that maybe .. 

. assigned to him.. 
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(Bie alove are only Illustrations of the 
tasks generally performed in positions under this class. 
Mere existence of any one or a combination of these 
tasks would not by Itself warrant placing a position 
is this class). 


Qualification requirements v 

Education General A Master’s Degree in 

■ Social Sciences. 


Education Special Diploma in Journalism* 


Length and kind of 
experience 


Special knowledge , 
ability and other 
factors 


About 10 -years ' 
experience in mass 
me dia c ommuni ca ti on . 


Capacity to formulate . 
'organize' and implemen . 
publicity campaigns. 


R, Kotnala 
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lx) POBLIG H EALTH SERIES 

This series Includes positions the duties of which 
include formulating, developing, organising, directing 
and supervising the operation of the public Health 
Programmes. ; The work includes all Public Health Functions 
such as:(l) Analysis of technical problems relating to 
development of large scale Public Health .Programmes; 

(2) review of research and training priorities to ensure 
availability of adequate man-power for the execution of 
these programmes; (3) liasion with State Governments, 
Departments of Central Government and other specialised 
agencies engaged in the Programme to develop proper 
standards' and a coordinated approach for implementation 
of the programmes; (4) direction of training for medical 
and para-medical personnel engaged- in the programme; and 
(5) supervision and inspection of regional and field 
units for effective implementation of the Programmes. 

:■ Series rCover age ')':' 

In this series are included the following classes; 

1. Class Title: Public Health Officer 

Grade VIII 


Fay Scale: Bs. 770-1 190 
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Charact eristics of the Glass; ■ 

Under general supervision of the Head' of the 
Department organises and develops specialised aspects 
of a Public Health Programme. Gives advice -on technical 
aspects of the programme to agencies engaged in the 
programme. Assesses requirements of equipment, for the 
programme. Maintains liaison with specialised agencies 
engaged in research and development of latest techniques. 

Typica l Tasks; . 

(Tasks frequently found in positions falling within 
this class. ) 

1. Organises and supervises programmes for orientation _ 

camps to popularise lUGD and Oral contraceptives. 

■m. : ■ ■ ■ 

2i Provides technical advice to the State Govts., 
voluntary organ! sat ions/Local Bodies, etc. on 
lUCD insertions and their after-effects. 

3. ■ Makes assessment and projection of requirements 

of lUCD, Loops, Inserters,, drugs and equipments. 

4. Acts as Convenor- Seer eta,ry of the Technical Committee 
on Family Planning. 


5. 
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Maintains liaison with the Indian Council of ! 

Medical Research and keep.s in close touch, with i 

their research act ivities "on IITCD and contraceptive : 
methods. . , . , ' ■ ; '' 

6. , Compiles from monthly progress reports of -Central 

. Family Planning Corps Doctors, information relating 
• to number of persons advised on lUCD Insertions and 
number of lUCD insertions made.- 

7. Drafts curriculum for the Training of Medical. -and 

para-medical personnel in lUCD technique a^^d oral 
contraceptives,. V- • ■ 

8. _ Gives -lectures/demonstrat ions on Family Planning 

. methods and lUGD techniques to the-,, trainees at the 
Central ■ Planning Institutions. 

9. Part.icipat Gs in various seminars, conferences, 
meetings etc. arranged by State Governments, voluntary 
organisations, ' local bodies or Department of Family 
Planning on various .aspects of Family Planning. 

10. Advises, the lUCD- section of .the Department on 
problems of lUCD. :.and oral contraceptives. 
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11. Frames and administers Questionnaires on various 
aspects of lUCD and Family, Planning to medical 

personnel to elicit their views. , 

12. Performs other related work which may be ••'assigned. 

(Ihe above are only illustrations of the tasks generally 


performed in positions under this class. Mere existence 
of any one or a combination of these tasks would not by 
itself warrant placing a position in this class). 


Qualification feguirements: 
Sducation general 
Education- special 

Length and kind of 
experience 


M.B.B.S. 

Post-Graduate in Public 
Health 

3 years professional 
experience in Obstetrics 
and Gynecology. 


Special knowledge,; ability Competency . in' Frcgranme 
and other . fact or s : designing and admini- 

stration. 


(2) Class Title; Public Health Officer 

Grade X 

Bs 1470-1890 : 


Fay Scale: 
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G haiiactel’lst Ics of the Class; 

Under general direction of the Head of the 
department, formulates, develops, organises, direct s 
and supertfilses the operation of the Public Health 
Programme. Analyses technical problems in developing 
large scale .Public Health Programmes. Assesses 
corrective steps needed to .improve current programmes. 
Reviews research and training priorities to ensure . 
availability of adequate man-power for the execution 
of the programme. Plaint ains liaison with State Government 
Central Government Departments and other agencies in 
order to develop sound programmes, a coordinated approach 
and proper • standards for implementation of the programmes. 
Directs the training of medical and para-medical personnel 

lyplcal Tasks: , ■ 

(Tasks frequently found in positions falling within 
this class) '■ 

1. ' Formulates birth control, training and research 

programmes of the Department and is responsible 
for their implementation in accordance with the 
specified targets and time schedule. 

2. , Draws .up instructions on Family Planning techniques 

for use of field units.. 


Supervises all- the regional units of the 
D«p-artment of Family Plannings obtains and secrutinises 
.reports on field work of Family Planning Units 
and subordinate offices with a view to asses 
pe rformance, suggests measures foir improvement 
of the- work, • 

Inspects work of field units, 'gives on-the-spot 
instructions for more effective implementation of 
programmes. 

Relates performance to' targets and supplies this 
information to the Evaluation. Section. 

Supervises and directs various research projects 
of Department of Family Planning Techniques 
including research on oral contraceptives. 

Gives advice on technical problems to the official 
and non-official organisation. 

Scrutinises course-content ' of newly set up Fam ily 
Planning Training Centres in the States to determine 
its adequancy - Suggests improvements in the 
curriculum were necessary,. \ 

Maintains operational control over Central 
Family Planning . Corps. 

Coordinates: 
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(a) Demographic Research 
■ (by Gommunlcation Research,^ and 
(c) Med'ical and Biological- Research^ 

11*: Coordinates the research- activities of s ' 

(a) Central vPamily piahnlng- institute, 

(b) Indian Council of Medical Research, and 

(c) Central DeradgraphiGtResearch institute, 

12. Goordi rates various programmes fopythe training of; 

' (a) Kur si ng personnel required for t he Pamlly Planning 
■ Programmes ; 

(b) Community Development workers in Family Planning, 

■ Lady Health" Visitor's and Dais; ' 

(c) Medical ' and "para-medical personnel in 
"lUCD technique -and" 'Star lisat ion operation;* 

(d) ' Health Assistants- (Family Flanning) as basic 

health workers; ' ' ^ . 

*(e) '-Medical and- para-medical^ personnel of' other- 
categories of -Health- services such as Leprosy workers, 
workers in T.B. etc. 

(f) Instructors for impart ing instruct ions to public 
on Family Flanning techniques. 

13* Issues certificates to the various trainees ' 
after successful completion,, of their training. 

14. Coordinates Family Planning, programmes with the 

cCmmunity health service programmes in rural areas.- ■ 
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15. Go-orainates programmes selating to Child Health 
Services and training of Nurses developed by the 
Director GenerarSf Health Services. 

16. Co-ordinates with the Planning, Grants and 
Development sections of the Department - Collates 
information relating to the progress of various 

•Family Planning Schemes such as number of lUCD 
insert eo, sterlisat ion operations performed, ‘ 
seminars and refresher courses organized, 
scholarships awarded, contraceptives distributed etc. 

17. Identifies and reviews research priorities of the 
Family Planning Programmes. 

18. Maintains liaison with all official and non-official 
Family Planning organisations in the States.' 

19. Prepares notes on Family Planning Programmes for 
International agencies like mO, UNICEF, USAID, 

World Bank Mission etc. for obtaining foreign 
assistance and for evaluation ry foreign agencies, 

20. Performs other related work that may be assigned. 

(The above are only illustrations of the tasks 

generally performed in positions under this class. Mere 

existence of any one or a combination of these tasks would, 

not by itself warrant placing a position in this class). 


Qualif icat ion requirements ; 

E(iluGat4on General: 

Education Special; 

Length & kind of 
experience: 


Special knowledge , 
abilities and other 
factors. 


D.P.H./M.P.H. 

About 7 years experience 
as incharge of public 
Health Frogramme. : 

Ability to formulate policie 
and plans and give technical 
support and supervision. 


26,890 
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GRADE DBFINITIONR 

G BADE I 

In this grade are to be assigned classes of 
positions in which the incumbents perform simple 
work such as carrying messages, cleaning desks, 
washing bottles for laboratory use, planting and 
caring for plants, bringing work to machinists etc. 
Typical classes in this grade are; 

Peons, messengers, farashes, gardners, bottle- 
washers, mechanic's helpers, etc. 

GRADE II 

In this grade are to be assigned classes of 
positions in which the incumbents perform, under 
immediate supervision, simple routine work such 
as filing of letters, delivering mail to residences, 
and offices, operating a duplicating machine, 
tending a simple factory machine, doing rough 
carpentry, making simple electrical repairs, 
patrolling residential areas, directing traffic etc. 

Typical classes In^tMs grade are; 

Daftry, postman, wireman, gestetner, operator 
carpenter, machine operator, policeman etc. 




GRADE III 
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In, this grade are to be assigned classes of 
positions in which the incunibents perform, under 
immediate supervision with little or no latitude 
for exercise of , independent judgment, such routine 
work as typing, drafting^ _simple letters, preparing 
pay bills, sending messages over telegraph or 
teletype circuits, tending telephone euqipment in 
a telephone exchange, teaching primary school 
classes, booking passengers and freight etc, 

£Z£ig. ali_classes in this grade are; ' 

Lov|er Division Clerk, Mechanic, Sub- Over seer, 
Library Assistant, Assistant Store-Keeper, Booking 
Clerk, Compressor Driver etc, 

GRADE lY 

In this grade are to be assigned classes of 
positions in which the incumbents perform, under 
immediate supervision with limited latitude for 
exercise of independent judgment, technical or 
supervisory work such as classifying books in a 
library, translating official correspondence from 
English into Hindi or vice versa, taking pictures and 
developing and printing films, supervising a group 


of workmen who tend machines, making routine 
analyses of chemlral compounds, teaching students 
at the high school level etc. 

: T.Vplcal classes In this, grader 

TJ.D.C., Statistical Clerk,' Chargeman, Stole Keeper 
High School Teacher,:. Assistant Librarian etfl. 

GRADE V 

In this grade are to be assigned classes of positions 
in which the incumbents perform, under general super- 
vision, moderately difficult and responsible work 
in office, professional,, scientific or technical 
fields, such as developing detailed design drawings 
for mechanical, equipment, preparing drafts or' notes 
on complicated issue,s-, assisting a senior officer in 
maintenance and unkeep, of Government buildings, 
collecting statistical data etc. 

Typical .classes in this grade are;- 

^ ^Overseer, Librarian, ^Economic Investigator, 

Hindi Assistant, .Geological Assistant, Statistical 
Assistant, Cashier, Assistant 'etc, ■ ' 

GRAD E .VI , ^ ■ 

In; this grade are to be assigned classes of' 
positions in which. the. incumbents perform, under 
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general supervision, difficult and responsible work 
in office or.-, professional, sbientific or technical 
fields, such as examining income -tax- returns and ins- 
pecting. accounts books, operating a, portable rotary 
drilling rig, supervising work of statistical data 
■■ cpllection; inspecting factories to determine compl- 
. iance with' labour legislation etc,.: , . . ^ 

■ ly.nical classes in this grade are; 

.Assistant Civil Engineer, Assistant Geologist, 

Senior Technical Assistant, Sub-Edit or, Senior 
Economic Investigator, Publication Assistant etc, 

GRADE VII . 

'. In this grade are to be assigned classes of 
positions in which the incumbents perform, under 
general supervision, very difficult and ■ responsible 
..work in office, scientific^ technical, supervisory, 
or administrative fields; such as designing roads, 
supervising the .const_rucJ;ion, of 'buildings; exploring 
stratigraphic arrangement and composition of earth 
to locate gas,, oil and mineral deposits; supervising 
a section in a Ministry or Department; indenting 
stores according to technical specifications; analysing 
statistically, economic or other numerical data and 
summarising findings;' etc'." 
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lyplGal classes In this grade are; 

Assistant Director, of Estates, Assistant 
Telegraph Manager,"' Assistant Director (Administration) 
Assistant Education Officer, Section Officer, 

Research Officer, .Stores Officer etc, 

G RADE" VIII' 

In this grade are to be assigned classes of 
positions in which the incumbents perform, under 
general' administrative supervision, with considerable 
latitude for the exercise of independent judgment, 
highly difficult and responsible work along technical, 
supervisory’ or administrative lines, such as planning 
and designing engines and other machines; applying 
principles of cost accountancy to provide detailed 
cost data; supervising foreman in a workshop, including 
the establishing of' work procedures and production 
schedule; , select ing, writing and. reviewing materials 
for official publications etc. 

Typical classes in this grade include; 

Under Secretary, Publications Officer, Statistical 
Officer, Audio-Visual Officer, Mechanical Engineer, 
Manager 'of Telegraph workshop,^ Senior Administrative 
Officer, Editor, Senior Research Officer, Education 
■■•.^'■'-'Officer etc. -• ■ 


■” •— --■••'’WtiSr.-SS;,. , 
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G RADE IX 

In this grade are to be assigned classes of"' 
positions in which the incumbents perform, under 
: . general administrative supervlsron with wide 

latitude for the exercise of independent d^dgment, 
work involving': (l) the development of proposals 
for new policies or programmes or the revision of 
existing; ones; ■ (2)' the'-admihistration of a- large 
organisational unitj (3) the direction of a 
professional group; or (4) highly difficult and 
responsible- technical, professional or scientific 
work, 

Typical Classes ' in "this grade include;- ^ 

Chief Superintendent (Telegraphs)., Deputy 
Collector of Customs, and Deputy Director -of 
Training and Enployment etc, 

G RADE - X ' ■ / ' ’ ■ ' , ' : 

'In this grade'are .to be' assigned classes of 
positions in which .the, incumbents perform, under 
general' administrative supervision-,-' -with wide 
•latitude for t.he . exercise of independent .judgment 
work involving; • (1) the development of complex 
proposals for. new 'policies or pr.ogrammes or the 
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revision of existing ones; (2) the administration 
of large complex organisational units or ones having 
complex problems; (3) the direction of a large 
professional group; or (4) technical, professional 
or scientific work of unusual difficulty, and 
responsibility. , 

lypical Glasses in this grade include; 

Director of Accounts, District . Manager 
(Telephones), Chief Controller of Telegraph Stores, 
Deputy Secretary, Assistant Commissioner of Income 
Tax. • • ■' 

GBADE H . 

In this grade are assigned classes of 
positions in which the Incumbents perform, under 

administrative dir-ection, with wide latitude for 

the exercise of independent judgment, work involving; 
(1) the development of proposals for complex , . 

policies or programmes which pose sensitive issues 
or call for unusual solutions; '(2) the administration 
of major parts of national programmes or ones 
having, difficult and sensitive problems; (3) 
the direction' of major prof essionar organisation; 
v,. or (4) consultation oh. 'technical, .prtrfessional or 
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scientific work of unusual, difficulty and 
responsibility, ^ ^ 

Typical classes in this grade Include; 

, Commissioner. (Panchayats) ^ Collector of 
central Excise,, deputy Director General Post 
and Telegraph* . 

G RADE XII. ■ ' . ' . ' 

In this grade are assigned classes of positions 
■ in which .the' 'incumbents perform, under general 
admini str ative direction with wide' lat itude for 
exercise of, indepen,dent judgment, work involving^ 

(1)"" administration of national programmes having 
most difficult and sensitive problems; (2) 
administration of an. industrial undertaking or a 
small department; or (3) consultation on complex 
technical, professional or scientific work of 
unusual difficulty, and responsibility. 

' Typical classes in this, grade include;' 

G RADE XIII.. 

In' this grade ar.a.'.assigned. classes- of positions 
in which the incuirbpnts perform,; under administrative 
' direction with very wide 'latitude for, the exercise 
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of independent judgment, work inyolving; (l) the 
development of proposals; for policies or programmes 
of national significance relating to a department; 

(2) the administration of a wing in a Ministry or 
the management of a major industrial undertaking 

(3) the direction of a large professional or 
scientific' organisation; or (4) consultation on 
complex, scientific, professional, or technical 
matters of unusual ■aiffiGulty and responsibility. 

IZlin al classes in this grade are ; 

Joint Secretary, Deputy Sleet ion Goraraissioner , 
Director General Supply and Disposal, Legal 
AdViser to Ministry, financial Adviser to a 
Ministry or a large industrial undertaking, 
Divisional Commissioner, 


G RADE XIV. 

In this grade are assigned classes of positions 
in which the inomibents perform work involving 
(1) the adnilnistration and direction of a department 
in a Ministry or an Industrial complex in the 
public sector; (2) providing advice to Ministers; 

(3) review of proposed policies and programmes of 

n rMn x. k . . n ^ 



pr of e s s io nal ot t'eo hnlc al mat t er s ■ of nat ional 
impoftance.. ' 

Typical classes in this g:rade are; 

Director General Posts and Telegraphs, ' 
Managing Director of an Industrial Complex. ; T 

GRADE XV. . 

In this grade are assigned classes of position 
in which the incumbents perform work involving; (1) 
the administration and direction of a major 
department in a Ministry; (2) the implementation 
of Cabinet decisions relating to the department; 

(3) acting as Chief Adviser to the Ministry oh 
matters of policy and programme; and (4) review of 
proposed ‘policies and programmes of importance 
before 'submission to Government, 

Typical classes in thia .grade are ; 

SeNfretary, Election Commissioner etq. 


glATEMEN T iroiG AailMG A S SIGNMENT OF 
E XIST IN G POSITI ON S IN THE DE PABT- 
MBMT OF FAM ILY’' PLANNING ' T 0 PRO PO SED 
GRADES 


sent No. of FYoposed Allocation 

Ignat ions Posit ions ( 1 ) . ' ' (2) -. (.3). 


Information Store & 
Officer Purchase 

Grade X Officer 

Grade X 


Dy. Assistant 
Commiss-ioner 

1 

Public Health 
Officer 

Grade VIII 

Under Secretary 

2 

■Qnder Sec- 
retary 

Grade VIII 

Publication 

Officer 

1 

Publication 

('Officer 

Grade VIII 

Accounts Officer 

1 

Sash & Accounts 
Officer. 

Grade vill 

Editor, English 

1 

Information Officer 
(Editorial) • 

Grade VIII 

Editor, Hindia 

1:_ 

• Information .Officer 
('Public Relations) 
Grade VIII 

Audio-Visual Media 
Officer 

1 

Information Officer 
(Audio-Visual) 

Grade VIII 

Asstt. Education 
Officer 

1 

Information Officer 
Grade VII 


Assistant 

Commissioner. • • -3 


Public 
Health 
Officer 
Grade X 


Section Officer 


8 


Section Officer 
Grade VII 





Statistical Officer 
Grade VII 


12 r Senior P h ot o 
grapher- 


Phot ographer 
. Grade VII 


Assistant Statistic 
Grade V Assistant 
, Grade -VI 


Store & Purchase Assistant 
Assistant Grade V 

Grade VI 


Information Officer 
Grade VI 


16 .■ Publicity 
Assistant 


Information Officer 
(Editorial) 

Grade VI 


Section Officer 
Grade VII 


17* Committee Officer 


Assistant 
Grade V 
(14) 


18; Technical Assistant 14 


19* Analysts 


Statistical Assistant 
Grade V 


Gash &' Accounts 
Assistant 
Grade V 


22. Assistant 


Hindi-English 
Tr ansi at or 
Grade V 


23. Hindi Assistant 


■ 2 20 «*» 


24. Parliament 
Assistant 

1 

Assistant (Parliament) 
Grade V 

25i Processing, ■ . 

Assistant 

1 ; 

Assistant Photographer 
Grade V 

26. Computer 

6 

Statistical Clerk 

Grade IV 
(6) 

27. Upper Division 
Clerk 

24 

Clerk - Grade IC 
■ : (24) 

28, Lower Division 
Clerk 

49 

Clerk - Grade III 
■ (49) 

291 Stenp-typist 

'2 

.stenographer 

Grade III 




S.No. Existing Design ' 

1. Lover Division Gler ; 

2 . Upper Division Gler: i 

3. Assistant 

. ■ - I 

■ !' 

4. Technical Assistant: ; 

5. Senior Technical 

Assistant 

i. Committee Officer 

7, Analyst ^ : 

■ : \ 

8, Assistant (Parliamei > 
Work) 

9, Investigator ■ i 

10, Section Officer 

11, Under Secretary I 

12, Cashier ' * , ; ; 
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MHBXUBE 


Pay Sc-^le s prevalent 
” Piinnala Government 


1» 

Rs. 30-1-35 

2. 

Hs. 30-2-40 

3. 

T!s. 30-2-60 

4. 

Es. 31-1-37 

5. ■ 

iv,. 31-1-42 

6. 

Rs. 32-1-67 

7. 

Rs. 32-3-42 

8. 

Rs. 32-43 

9. 

Rs. 32-2'-1“492 

10. 

[is. 35-1-40 

11. • 

Rs. 35-1-45 

12. 

Rs. 35-1-60 

13. 

Bs. -35-4-75 

1^. • 

Rs. 37-1-47 

15.' 

Rs. 37-1-42 

16. 

Rs, 391-3- 691 

17. 

Rs.- 39I-1-49I-/2' 

IS. 

Rs. 39|-li-54| 

19. 

Rs. 39|— 1|--57'|- 

20. 

Rs. 39^-2-494- 

21. 

Rs. 40/70 

22-. 

Rs. 40-2-60 

23. 

Rs. 40-1-55 

24, 

.Rs. 40-1-50 


- 225 - 


26. 

Rs. 42|- 

27. 

Rs. 42'|'/"52-|- 

28. 

Rs. 42^-1- 54i 

oo 

Rs. 42-|-2|-57i 

,30. 

Rs. 42|-2-62^ 

;3i. 

Rs. 45-2-75 

32. 

Rs. 45-2-70 

33. 

Rs. 45-1-65 

34. 

Rs,. 45-1-60 

35. 

Rs. 45-1-50 

36. 

Rs. 45 

,37. 

Rs. 45-i-l|-6l|-/2-5' 

38. 

Rs. 47-1-2-571-/3-79 

39. 

Rs. 47|--2-57i-4-77i 

* 

o 

Rs. 47^-2-67-|- 

,41. 

. Rs. 47|- 1-521-/1-57-1- 

' 42% 

Rs. 47|-1-59|- 

4*^ 

Rs. 47I-2-57-I- 

44 . 

Rs. 47|- 2-671- -/3 - 97-| 

45.:- ; 

Rs. 50-1-60-2-80 

46. 

Rs. 50-200 

47. 

<';;:Rs.::;50-2-70:;7;7,.^^^ 

00 

Rs. 50-2-65 

CD 

» 

Rs. 60-3-80-4-88 


Rs. 50-3-80/4-100 

51, 

Rs. 52'^— 2-62^ 


Rs. 52|-3-82i 

,53'. 

Rs. 55-2-65 

,54. 


,55. 

Rs. 55/80 

,'.„56. 

Rs. 55-3-70/4-90 

■57. 

RS'. 56-3-70/4-90/3-'l: 
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15s. 55-3-70/5-120 

I5s. 59|-l-77-t 

I5s. 60-1-65 

fe. 60/70 

Is. 60-4-80 

Bs. 60-5-90 

Ss» 60-4-80/ 5- 100 

Bs, 60-120 

t5s. 60-4-100/5-125 

Bs. 60-3-90/2-4-130 

Bs. 60-4-80/5-120/5-150 

Bs. 65-75 (Consolidated) 

Bs. 65 ; 

Bs. 65-5-140/5-200 

Bs. 70/85 

Bs. 70-4-110 

Bs. 70-4-90/5-120 

Bs. 70-130 

Bs. 75 

Bs. 75-90 

Bs. 75-4-95 

Bs. 75-5-100 

Bs. 75-3-105 

Bs. 75-5-100/5-120 

Bs. 75-100/5-125 

Bs. 75-5-160 . 

Bs. 75-5-140/6-200 
Bs. 80-10-100 
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115. 

ter 100-175 


116. 

te. 100-5-135/10-185 


117, 

te. 100-10-200 


118. 

te. 100-5-175/6-206 


119. 

te. 100-8-140 


120. 

te. 100-5-l40/6-200/7-23S/§f27S 

121. 

te. 100-10-200/10-300 


122. 

te. 100-250 


123. 

te. 100-7-135/10-185/12-275 


124. 

te. 105 (fixed) 


1 

te. 105-5-120/8-200/10-220" ( 


125. 

te. 106-6-160/8-200 


3-27. 

te. 110-10-150 


128. 

te. 110-130 


129. 

te. 110-8-190/10-250 


’ 130. 

te. 110-8-190/10-200 


131. 

te. 116-8-140/^0-200 


, 132. 

te. 116-8-180/10-250 


; 133. 

te. 120-7-1-165/10-175 


134. 

te. 120-4-160 



t 

135. 

te. 120-6-150 


' 136. 

te. 120-5- 160/5- BO • - 


137. 

te. 120-190 


138. 

te. 120-10-200 

n 

139. 

te. 120-7-1-180/71-240 


1 140. 

te, 120-10-350 

141. 

te. 120-7-190/8-270/10-300 


142. 

T 

te. 120-10-300 

0 

143. 

te. 120-10-200/15-350 



120-10-300/15-400 
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144. 

Is, 

i2e 

-300 

145. 

Rs. 

125 

(fixed) 

148. 

Rs. 

125- 

1-150 

147. 

Rs. 

125- 

5-175 

148. 

Rs. 

125- 

10-225 

149. 

Rs . 

126- 

6-l5S/gi:225'‘ 

1«0."' 

Rs. 

12S- 

10-175/15-250 

1^ 1 . 

Rs . 

130- 

10-200/10-320 

162. 

Rs . 

130- 

■ 10-200/10-300 

153,. 

Rs. 

130- 

■8-170/10-190 

154. 

Rs . 

130- 

•10-250/15-355 

155. 

Rs . 

135- 

•10-185/15-275 

156. 

' Rs. 

138 

(fixed) 

157. 

Rs, 

140- 

• 200 

158. - 

Rs . 

140- 

-220 

159. 

Rs . 

140- 

.245 

180. 

Rs . 

140- 

-250 

161. 

Rs. 

140- 

-10-200/10-300 

162. 

Rs. 

140- 

-10- 200/- 15- 360 

163. 

Rs. 

. 150 

(fixed) 

164. 

Rs. 

150. 

-10-2^0 

18^. • 

Rs. 

150. 

- 10- 180 

166. 

Rs • 

. 150- 

-7-206 

167. 

Rs . 

150. 

-10-220' ' 

168. 

Rs » 

ISO'. 

-12|- 176/10-228 

169. 

Rs. 

150. 

-10-250 

170, 

„■ . Rs. 

150 

-10-300 
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171. Rs. 150-10-.220/l6-380 

172. Rs . lSO-10-200/10-300 - ■ - : 

173. Rs r 160-10-260/10-050 

174. Rs. 160-10-260/15-370 
176 i Rs . 150-10-250/15-380 

■ - ■■ • S . . ■ '■ 

176. Rs. 160 (fixed) 

177 i Rs . 160-5-200 

. f . -■ ■* ■ ■ 

178 i Rs . 160-8-240/10- 3©0 
17%-. Rs . 160-8-240/10-330 ' 

180- . Rs. 16«-10-230/15-350 

181- . Rs- 160-8-200/10-290/16-380 ^ 

■ . i 

182- . ’Rs-. 170-10-250 

183. Rs-. 170-10-250/40-4-390 

184. Rs- 170-10-250/10-350 ’ ’ • 

185. Rs. 175 (fixed) 

186. Rs . 176-15-295 

187. Rs . 175-10-225A6-275 ' \ : V 

188 . . Rs . 175-15-295/15-400 ' : 

189. Rs . 180-10-326/16-400/20-440 

190. Rs . 180-10-250/10-400 

191. Rs. 180-7^-086/71-- 300 

192 . Rs . 180-10-230/16-275 

193. Rs . 200-3-245/5-275 

194. Rs. ‘290-10-280 ‘ * 

195 . Rs . 200-300 ' , “ ' ’ 

196, Rs . 200 (fixed) 

"O,"';:;,'/ 'I;''/:''': .''.''O':; O' '0^ 0'''' /.■.'O-.O,-: 'O. \ '/ ,O'/'"^':0/ '' 0. '.O' ■ . .■■■' ' 0,""' 

197, Rs, 200-350 - . . 

198, Rs. 200-10-300/15-376 


I 


199. 
2 GO. 
201 . 
202 , 

203. 

204. 
206. 
206 . 

207. 

208. 
2 •9. 
2 If. 
211 . 
212 . 
213 .. 
:2i4. 
215:. 
216. 

217. 

218. 

219. 

220 . 
221 . 
222 . 

223. 

224. 
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Rs . 200-15-380 . ■ ' 

Rp. 200-16-320/16-400 , | 

Rs. 20«^2G-400 | 

Rs . 200-20-400 . j 

Rs . 2e6-15-320/2*-4l0 

Rs . 200-15-280/20-450 ' , 

Rs . 20f-20-400/25-500:: ... , j 

Rs. 200-16-380/20-500/25-525 « ! 

Rs . 200-25-450 | 

■o-; - ' : ' : - ./ ■ ; 

Rs . 200-16-320/20-6^0 
Rs ., 200-20-400/20-600 

Rs . 210-320 / V , ; 

^ ^ '■ ■ 

Rs . 210-10-300 
Rs . 210-380 
Is'. 210-15-400 

■Rs 260::l^M. - 

: rs . 260-10-300 , 

Rs.r250-l0-360' ^ 

Rs . 250-15-365 

Rs . 250-15-340/20-400 

Rs . 260-10-320/16-400/20-440 

Rs . 26 t-16-43u/2 0-460 

Rs . 250-15=475 

Rs . 2 6 0-2 0-330/2 0-4 30/2 0-5 5 0^-f/ as Incharge allowance 
Rs , 250-15-400 ' 

Rs . 250-25-350/26-500 
Rs . 260-26-500/30-66:0^ 
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226. Rs. 25 0-25-600/25-600 - 

2^7 i ' / 

227 . Rs . 260-25-500/30-650 • ■ 

228. Rs . 250-25-650 ^ , 

229. Rs . 260-25-375/25-700/25-750 

230. Rs . 270-10-340/10-420 

231. Rs • 270-16-300/25-400/25-559 

232- Rs . 275 -15-470/15-500/20-700 , 

233. Rs . 300/- 

234 . Rs . 300-12-360/15-390 ... 

235. Rs. 300-10-400 ^ 

236. Rs . 300-20-500 

237. Rs . 300-20-600 - - 

238. Rs . 300-20-600 . , , ■ ... ' , - 

239. Rs . 300-660 , ^ 

240. Rs . 300-25-500/26-600 ... - ' - 

241. Rs . 300-25-560/25-750 • ■ .. - 

242 . Rs . 300-25-575/26-650/30-800 ... . .. 

243. Rs. 300-26-475/25-650/30-860/40-900. 

244. Bs, 300-30-600/40-800/50-860 

245 . Rs . 300-16-480 

246, Rs. 360-20-450 

247. Rs. 350-25-600 ...... - . 

248.. Rs.. 350-20-550 

249.. Rs. 350-25-500/30-660 ... 

250. Rs. 350-25-650 
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252., Hs. 350-40-750 

253 * Rs . 350-25-600/25-W0Cr 

254 Rs r- 350-25-500/3G-650/46^'850 

256.. , Rs . 350-^00 _ , ,, ,/ 

256 . Rs , 350-30-6.00/40-750/50-2000 
257. Rs. 360-40-750-40-960 

258 . . Rs . 350-40-960/50- 120n . 

259. . Rs . 340-20-600/20,,740 

260 . Rs . 400/600 (Consolidated ') 

261. Rs . 400-30-550/26-760 .. 

262 , . Rs . 30-640/40-800, ^ / 

263. Rs. 400-30-659/40-760/50-900, 

264 . , Rs . 315-500 , 

265. Rs. 375-30-S85/40-925 

266., Rs. 375-30-625/40-926/60.^1275 

267. . Rs . 450-30-600/40-800/60-950 

268. ,Rs- 460-10-500/10-550 

269. Rs . 50^-30-680/40-800 

270. Rs. 600-26-1000 

271. Rs . 500-30-800/30-11 00-50- 1200^, „ ' 

272., Rs. 530-30-680 

273. Rs. 600-900 

274. Rs, 600-40-1000 

275. .Rs. 600-40-800/40-920/40-1000/50-1200 

600-40-1150 ■ ./ 

276. Rs . 600-40-1000-50-1250 ’ ' ' 

- 277 . Rs 640-800 



234 


278 . Rs . 650-30-800/40-1000-40-1200 
27«’/ Rs. 650-26-760 ■ ' 

280. Rs. 625-40-1025/60-1275 

€‘25-40-1025/50-1225 

281. Rs . 670-40-760/40-900-50-1000/50-1200 

282. Rs. 7Q0-§'0/900/ll0 
2n 3*. Rs . 700-6 0-125 0" ' 

284. Rs. 600-1225 

285. - Rs. 750 (fixed) 

286. Rs. 750-50-1000 

287. . Rs. 750-40-950-50-1200 

288. Rs, 750-50-1250 
28?' ^ Rs . 800-40-100 

290. ■ Rs. 800-50-1200 

291. Rs. 800-50-1250 

292. . Rs, 800-50-1300 

293. Rs. 800-60-1400 

294. Rs. 800-50-1500 

295. • Rs. 900-50-1000-60-1600-50-18CO 

296. . Rs. lOn-1600 

297 . Rs . 100-75-1600 

298. -. Rs. 1000-100-1500-60-1920-80-2000 

299. . Rs. 1100-60-1300 

300. Rs.‘ lierO-5 0-1400 

301. Rs. 1200-1256-50-1500 

302. Rs . vis 00-2800 

303 . Rs.‘ 1300-100-2000 
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304* 

Rs* 1300-50-1600. 

306 ♦ ■ 

Rs*-. 1600/-. , 

306 . 

Rs. 1500-76-.1650 

307. 

Rs. 15 00-50“ 1750 

308 . . 

Rs. ,1500-1800 : 

300 . 

Rs. 1600-!k00-.1800 

310,. 

Rs. 1600-100-2000 

311. 

Rs. 1700-100-2000 

312. 

Rs. 1800-2000 , 

§13*.; 

Rs. 200O-76-215C/l00-226f 

314*. 

Rs. 2500-126/S-2750 * 





